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ABSTHACr 

Thie booklet presents guidelines designed to aid 
Texas school administrators in dealing with the three sajor aspects 
of public school personnel accounting**-certi£ication^ allocations , 
and records. The booklet was prepared by the Texas Education Agency 
after e:ctensi¥e involvement with school district personnel in order 
to provide comprehensive ^ easy-to-use guidelines and to ensure 
uniformity of procedures in the three personnel accounting areas. The 
booklet is organized in three separate sections dealing in turn with 
certif cation guidelines, allocations guidelineSf and records 
guidelines. However^ neither the certification nor allocations 
section^^ were completed when the booklet was printed; only the 
section dealing with personnel records is included. Since the 
guidelines are based entirely on Texas educational legislation and 
reguireaents^ they will be of limited value to educators from other 
s ta t es . ( Aut h or/J G) 
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* via the IRIC Document Beproduction Service (EDRS) • EDBS is not * 

* responsible for the quality of the original document* Eeproductions * 

* supplied by IDBS are the best that can be made from the original. * 
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COMPLIANCE WITH TITLE VI, CIVIL RIGHTS ACT OF 
1964 AND THf MODEFiED COURT ORDIR, CIVIL ACTION 
B281, FEDERAL DISTRICT COURT, lASTERN DISTRICT 
OF TfXAS, TYLER DIVISION 

R^iiwi of lo^i idycitim BgmclB% p€ftiining to compllanea with Titlt 
VI Qyl\ Rlghti Act of 1964 arHd with specific requirimenti of the 
Modified tourt Ordir, Civil Aetion No. 5281, Federal District Court, 
EaitOTi Diitrlet of Texm, Tyler Diviiion are condycted ^Hodi^lly by 
staff rtpr^ntatives of the Tfjtas Edumlon Agency. Th^ review 
cover it least the foUowtng ^Irci^ and prict!^: 

(1) i^eptinca poiid^ on student trinsfen from other school 
distffcU; 

{2} operition of school bus routes or runs on a non'^egregated 
basis; 

(3) non^iOTimination In e^triicyrricylar activities and the use 
of school facllfti^; 

(4) nondiscriminatory practice In the hiring, aligning, pro' 
motmg, paying, demoting, realigning or dismissing of Acuity 
and staff members who work with chifdren; 

(55 anrollment and alignment of sty dents without discrimlna' 
tion on the ground of race, color or national origin; 

(6) nondiscriminatory practice relating to the use of a student's 
first langua^; and 

(7) evidence of pubiished procedures for hearing complaints and 
grievances. 

In addition to conducting reviev^^, the Texas Education Agency staff 
repr^entatives check complaints of discrimination made by a citizen or 
citizens raiding In a school district where it Is alleged discriminatory 
practice have or are occurring. 

Where a vloiatlon of Title VI of the Civil Rights Act is found, the 
finding are reported to the Office for Civil Rights, Department of 
Health, Education and Welfare. 

If there be a direct violation of the Court Order in Civil Action No. 
5281 that cannot be cleared through negotiation, the sanctioni required 
by the Court Order are applied. 
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FORfWORD 

This bulletin is for ahool adminiitratore sponsible for personnd. It eovers the three 
major aspect of personnel aecoiinting for Tex^ ^bllc ichools^ certiflcatvon, allocationsi 
and records. 

The guideline herein were developed by memben of tfie Texas idueatlon Agency staff* 
after extensive development involving school district personnel and. In some cas^, 
college/university personnel 

The intent Is to provide comprehensive guideline In an easy'-tO'Use format and to 
ensure uniformi^ of procedure in the three pewnnel accounting areas. 

M. L. Brockette 
Commissioner of Education 
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L, HARLAN FORD, Deputy Commissioner ALTON O. BOWEN, Deputy Commissioner 
for Progiams and Personnel Development for Administrative Services 
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ORCANIZATION AND USAGE OF BULLETiN 



The three sactioni bf this bulletin are ^lor eod^ for convenltnce: Certification — v^ilte; 
Allocationi — yellow; Records — blue. 

Each ieetion is orpnlzrf by a numb^ mrlm: 1000, 2000, and 3000. Major topi^ and 
subtQpi^ are llitad by Identificutlon number at the begmning of m^h section, just after 
the green divider page. This numb^ing ^stem bm eliminate the need for pa^ numbers 
and^ with the looseleaf format, will tacilitate the updating of the \^r1aus sections. 

NA^enevar personnel guidelines are Ranged through legislation. State Board of Education 
policl^, or Texas Education Agency idminisOTtive procedure, notification to schools 
will be made by adding to, deleting from, or otherwiie amending the appropriate procedure 
in the bulletin. 

It is e^ential that persons r^ponsible for personnel idminiswtion In each district have 
direct icc^ to this bulletin. The TeKas Education Agency will maintain a mailing list of 
persons holding the bulletins; changes will be ^nt to the persons on this list. 

Schools may reproduce portions — or all — of the bulletin for distribution to other 
appropriate persons, Lo^l procedures should be established to ensure that sul^quent 
changis receive proper distribution within the district. 
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TEXAS EDUCATION AGENCY BULLETIN 753, PROCEDURE NO, _ Q.QQQQ pahf 1 hf 

GUIDELINES FOR SCHOOL PERSONNEL: CERTIFICATION, ALLOCATIONS, AND RECORDS 
SUBJECT: GENERM. CONTENTS 



TABLE OF CONTENTS 

Procedure No, 

Record of Change. 0.1000 

S^tion 1 - Certification = 1 .0000 

Saction 2 - Allocationi ^ ^ ^ ^ ^ > ^ > — ^ • — 2.0000 

Section 3 - Records 3.0000 
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TEXAS EDUCATION AGENCY BULLETIN 753, PROCEDURE NO.. O'^QQ^ PAGE_i_OF_i. 

GUIDELINES FOR SCHOOL PERSONNEL: CERTIFICATION, ALLOCATIONS, AND RECORDS 
SUBJECT: rfcORD OF CHANGES 



Change Nq^ Dated Date Received Date Fog ted PQSted By 

1, „ 

2. 

3. 

4. 

5. 

6. 

7. 



9. 
10. 
11. 
12. 
13. 
14. 
15. 
16. 
17. 
18. 
19. 
20. 
21. 
22. 
23. 
24. 
25. 
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SECTION 1 
CERTrFICATION 
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TEXAS EDUCATION AGENCY BULLETIN 753, PROCEDURE nh 1.0000 pahp I hf I 

GUIDELINES FOR SCHOOL PERSONNEL: CERTIFICATION, ALLOCATIONS, AND RECORDS 
SUBJECT: CONTENTS OF SECTION 1--CERT1FICATI0N ' 



Thli saction is currently undergoing a pilot study as a separate dDeumant. 
Wienever the study is completa, holders of Bulletin 753 will receive tha 
certification section as a change to the bulletin. 
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SECTION 2 



ALLOCATIONS 
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SISTEXAS education agency bulletin 753, PROCEDURE NO ^-QOQQ PAGE— i — OF. 

SCUIDELINES FOR SCHOOL PERSONNEL: CERTIFICATION, ALLOCATIONS* AND RECORDS 
5^ SUBJECT: COin^NTS OF SECTION 2- -ALLOCATIONS 



Since the Sixty-fourth Leglilature will in all probability pass lagislation 
affecting allocation of units, Section 2 of this bulletin will not' be 
released until determination to the extent of any such legislation. 
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TEXAS EDUCATION AGENCY BULLETIN 753, PROCEDURE NO -^ OOOn _PAGE_1_0F_2_ 

GUIDELINES FOR SCHOOL PERSONNEL: CERTIFICATION, ALLOCATIONS, AND RECORDS 
SUBJECT: CONTENTS OF SECTION 3— -RECOILS 



Proceduye No,^ 

Background 3.0100 

Data Raported to the Texas Education Agency 3*0200 

The Roster of Profesaional Personnel 3,0210 

Sick Leave Program Roster 3,0220 

Profassional Personnel Assignments 3*0230 

Copies of Personnel Records *- 3.0300 

Retention of Records 3*0400 

Records for Auxiliary Employees and Consultants 3.0500 

Types of Personnel Records * * 3- 0600 

Oath of Office 3*0610 

Contracts 3*0620 

Teacher Service Record .,.*.. ****.. 3.0630 

General Rnles for Completing the Service Record ,* 3*0631 

Attachments to the Teacher Service Record 3.0632 

Addendum-Service Record Affidavit 3.0633 

Tuberculosis Certificate 3*0640 

Professional Credentials-General Requirements 3*0700 

Evidence of Teacher Certification * ** 3*0710 

Credentials of the School Nurse *....*.**...........,...; 3.0720 

Credentials of the School Physician 3.0730 

Certification of Substitute Teachers ***. 3-0740 

Dates of Certificate Issuance 3.0750 

Transcripts of Educational Attainment .* 3.0800 

Official College Transcripts *. * .....,....*** 3.0810 

Sick Leave for Professional Personnel *.......**....*..*......... 3* 0900 

Genttal Rules for Recording Sick Leave 3.0910 

Sick Leave Balance from Prior Years ****. * 3.0920 

Days of Sick Leave Earned During a Year *.... 3*0930 

Days of Sick Leave Used During a Year 3.0940 

Recording Days of Sick Leave Used 3.0950 

End-of-Year Sick Leave Balance .* 3.0960 

Sick Leave Reimburseablg by the State 3.0970 

Personnel Assignments 3.1000 

Records In Suoport of Personnel Assignments ***...*.***. 3*1010 

General Rules Regarding Actual Duties 3.1020 

Nonallowable Assignments -..*.** *..* 3*1030 

Teacher Preparation and Planning Time ***.«*.**...*.**...*..*..* 3* 1040 

Consolidated Personnel Codesj RMS-300 3.1050 

Developmental Leaves of Absence ....* 3.1060 

Nepotism ..*.........*.. * * 3. 1100 

Participation in Teacher Retirement ....**...*.*........, 3* 1200 

Criteria for Determining Years of Service 

for the Foundation School Program 3.1300 

General Policy on Years of Service .................*.*. 3.1310 

Types of Entitles From Which Experience Is^Allowed 3.1320 

Service Not Allowable for Salary Increment Purposes , 3.1330 
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TEXAS EDUCATION AGENCY BULLETIN 753. PROCEDURE NO _PAGE_2_0F 

GUIDELINES FOR SCHOOL PERSONNEL: CERTIFICATION. ALLOCATIONS, AND RECORDS 
SUBJECT: CONTENTS OF SECTION 3~R1C0RX1S 



Pgoeadure No. 

Foundation School Srogram Degrae Status # 3#1400 

Determination of Degrea Status •••«# 3# 1410 

Degrees Not Racognlged for Foandation 

School Frograrn Purposas 3. 1420 

Audits by the Texaa Education Agency 3.1500 

Audit Assignments Policy .* •* 3#1510 

Scope of the Audi t «••*«.•«#•••• **• 3* 1520 

Audit Reports 3* 1530 

Audit Adjustments • ,,#»..*#*.##.**. 3. 1540 

Audit Verification Cards 3.1550 

Uses of the Audit Verification Card 3*1551 

Limitations of Audit Verification Cards 3*1552 
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TEXAS EDUCATION AGENCY BULLETIN 753, PROCEDURE NO. liQl QO PAGE^J>_OF 

GUIDELINES FOR SCHOOL PERSONNEL: CERTIFICATION, ALLOCATIONS, AND RECORDS 
SUBJECT: BACKGROUND 



Thm bulk of eKpendltures nada by Texas public schools is for salaries of pro* 
fasslonal partonnel and teacher aides. Likewise, Che majority of funds 
allocated to school dlitrlcts from the State is designated for salaries of 
parsonnel. In many^ If not In all Instances, anounts allocated for salaries 
to a school district are based on experience , assignnentSt ^nd qualifications 
of personnel actually employed, Thareforet If one area can be singled out as 
being very important If not most Important for public school funding purposes , 
the ares of personnel accounting and administration bears this distinction. 

Professional personnel and teacher aides are allocated to school districts by 
formulae or methods as described in Section 2 of this bulletin. Also, for 
professional personnel at least, certification 1m a prerequisite for employing 
and paying units employed in the public schools » and requirements for and 
methods of obtaining such certification are described in SectJon 1 of this 
bulletin. This chapter. Section 3, is for the purpose of informing public 
school administrators on the laws, policies, and procedures governing profes* 
sional personnel and teacher aides and the methods necessary to report on and 
to account for such. The general laws concerning Texas public school teachers 
are codified in Chapter 13 » Texas Education Code, and are the basis for the 
guidelines appearing herein. 



TEXAS EDUCATION AGENCY BULLETIN 753, PROCEDURE NO IMM _^PAGE,,U— OF. 

GUIDELINES FOR SCHOOL PERSONNEL: CERTIFICATION, ALLOCATIONS, AND RECORDS 
SUBJECT: DATA REPORTED TO THE TEXAS EDUCATION AGMCY 



Although thare Atm fiumerous requirements and iormn for reparting perionnel 
data to the Texas Education Agency, parionneL adralnlstrators are primarily 
concerned with three reports* 

It The Roster of Frofesalonal Ferionnel 

2, Hinlmum Foundation Siek Leave Program 
Roster of Professional Personnel 

3. Profeislonal Personnel As^tgnments 

These reports contain those base data neceisary for funding and school 
accreditation purposes* Infornation on these three reports la submitted 
to the Texas Education Agency on an aniiual basis « and the three reports are 
placed in a computerlEed data base aloiig with teacher certification and 
prior audit verification infennation. Accuracy in the preparation of this 
Information Is importantt as the amount of funding received by most local 
school districts is affectedp and this Information is subject to and is the 
basis for State audit. The need for accurate information also has a direct 
bearing on the welfare of individuals as sick leave balances and years of 
service are material factors in detarminlng personal compensation and other 
professional entitlements* 



EKLC 
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TEXAS EDUCATION AGENCY BULLETIN 753. PROCEDURE NO 3.Q21Q PAGE_1— OP 

- GUIDELINES FOR SCHOOL PERSONNEL: CERTIFICATION, ALLOCATIONS, AND RECORDS 
SUBJECT: THE ROSTl^ OF PROFESSIONAL PERSONNEL 



Inforutlon on this dasumant is updated find coaplsted idii mn fifniual basis in 
aeeOTdanea with insttuetions and on fonis isstiad by the TsKas Educfition 
Agencyp Division of Foundation School Program Finanes. Currant fors fornfit 
and instructions appear in Sections 2«0SOt 2,05i» and 2.052t TEA Byllatin 
742, School District Data Sutwission to tha TaKas Education Ammnm^ , All 
professional personnel and taacher aides are required tO' be reported on 
this roster regardless of funding sources used to pay individual salarias, 
and the local school district must mintain records to support infomation 
apptaring on the roster # 

Data, appearing on the Roster of Professional Personnel is updated p added i 
deleted and corrected whenever necessary during a year by the use of a forii 
entitled "Notice of Change in Professional Personnel J' This form and 
instructions for its use and completion are Issued by the Division of 
Foundation School Program Finance^ The personnel roster is actually printed 
twice annually by the Texas Education ^encyi the first copy is usually 
available during February and the final copy, showing all changest is 
usually printed in July* 
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TEXAS EDUCATION AGENCY BULLETIN 7S3. PROCEDURE NO. 

GUIDEUNES FOR SCHOOL PERSONNELr CERTIFICATION, ALLOCATIONS, AND RECORDS 
SUBJECT: MINIMUM FOUNDATION SICK LEAVE PROGRAM 
ROSTER OF PROFESSIONAL PERSONNm* 



.PAGE. 



Basie data appearing on this report are derived from the Roster of Professional 
Personnel and include Inforaatlon on sick leave balances and number Of days of 
sick leave ralmbursament* Forms and instructions for completing the sick leave 
roster are issued annually by the Division of Foundation School PrngMra Flnancei 
and the report format Is Illustrated in Sections 2, 150 and 2,15li TEA Bulletin 
742 t School District Data Submission to the Taxas Education Agency ^ Sick leave 
balances from prior year, days earned p sick leave days used, and end-of*year 
sick leave balances are reported for all professional personnel^ even In cases 
where there is no reimbursement claimed from the Teicas Education Agenay. In*- 
formation for the State sick leave program is reported by the local school 
district at the close of each school year and tiie sick leave roster Is usually 
printed in November or Dacember of the following year* The local school 
district must maintain records to support information appearing on the sick 
leave roster* 



TEX^ iDUCATION AGeNCV 

BIVIU&N Of PIHAHOi 
MINIMUM FOUNDATION ilCK LlAVE PRQORAM 
ROlTiR OP PROFISSIONAL PlRSQNNIL 
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TEXAS EDUCATION ACEN^ BULLETIN 753* PROCEDURE NO.^ 3i0230 — PAGE, 

GUIDELINES FOR SCHOOL PERSONNEL: CERTIFICATION, ALLOCATIONS, AND RECORDS 
SUBJECT: PROFISSIONM. PIRSONNH. ASSIGNl^TS 



AstlgnaMti of professional personnal and ttasher aides are rsportad to the 
Texas Idusatlon Agency, Reeearoh Otvlslonp each Ootober. this report is nade 
on the form and in accordance with instructions and cofles that appear in 
Sections a^030» 2,03lt 2«03a, and 2,033, TEA Bulletin 7^2, Sohool District 
Data Sybnisslon to the Texas Education Agency , Unlike district wide data sub- 
mitted on the. Roster oi Brofessional Personnel and the sick leave roster, 
personnel assignments are reported by campus for each individual. 

Since there is a relationship between actual asslgtwients, finance, school 
accreditationi and teacher certification, it is very important that personnel 
be propsrly assigned. In order to aid local school administrators in determining 
whe their personnel are assigned in areas in lAich they are qualified, the TeKas 
Education Agency annually publishes the '^Consolidated Personnel Codes CRMS-300}" 
as a gulden This guide and its instructions and assignment codes appear in 
Section 3#010 of the previously mentioned Bulletin 7^2. Although It cannot be 
used to complete all professional personnel status codes required on the Roster 
of Professional Personnel, in most cases the guide can be used vbry effectively 
to determine propriety of assignments* 



ERIC.. 




COUNtY-blSTRICT HQ. 



TiXAS EDUCATION AGENCY 











MNOI i 









ORlGlNAL^^EtU^N TO TlXAS EDW^TION AQiNgV 



NAMi QF QlSTRiST 



1 


5 1 


3 


4 


& 


fl 


7 


8 


9 


10 


11 


1? 


SOCIAL SiCURITV 


LAST NAME 


WmST NAME 


M 

1 _ 






ASigHtifHT 




Hh 

























































































































































































































































































































































































































































21 



TEXm EDUCATION AGENCY BULLETIN 753, PROCEDURE NO. 3,0300 ^PAGE. 

CUIDELINES FOR SCHOOL PERSONNEL CERTIFICATION, ALLOCATIONS, AND RECORDS 
SUBJECT: COPIES OF PERSONNEL RECORDS 



Tot Texas Education Agency audit purposeii photo process eoplas of ptrtonMl 
records are accaptable If such copies are legible and there appears to be no 
evidence of aiteratlon or taDperlng« Multiple overlay copies (sore than one 
docuoient appearing on a single copy In such a manner that each doeunent Is not 
fully shown) are often questionable and each docusent should usually be copied 
separately « = ...„.^.. 

Copies of teacher *s certificates goay be nade or the Information on the face of 
the certificate nay be recorded In a local register for audit purposes. The 
original certificate Is the property of the teacher and should remain with the 
teacher t especially irtienever enploynent with the local district Is ternlnated* 
Isergency teaching permits and their renewals are property of the local school 
district and the originals are to be kept on file. 

Local school officials are encouraged to retain copies of a teacher's service 
record and to send the original with the teacher whenever employment with the 
school district Is terminated. The reason for this Is that most teachers 
change districts of employment one or more times during their careerSp and If 
the teacher does not have the original service record, reproduction of photo 
copies may not be legible. 

On titim other handp school officials are not encouraged to photo copy college or 
university transcripti to retain on file^ Reasons for this are that such tran- 
scripts are usually photo copies themselves and are often not legible when 
reproduced; alsop the college seal or the registrar's signature do not always 
show on a reproduced copy of a transcript. If it Is absolutely necessary for- 
a copy to be made of a transcript, great care must be taken to assure that the 
college or university seal is evident. In general practice , transcripts 
received directly from the college or university are more readily acceptable 
than transcripts delivered by the individuals themselves. 
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TEXAS EDUCATION AGENCY BULLETIN 7S3, PROCEDURE NO 3,Q4QQ _PAGE.^L«0F«4_ 

GUIDELINES FOR SCHOOL PERSONNEL: CERTIFICATION, ALLOCATIONS, AND RECORDS 
SUBJECTi RETENTION OF RECORDS 



Texas Education Ageney ganaral policy an the ratsntion of vecords Is that such 
records oust be tetalned on file for a period of not less than five years fross 
the time that they becme inactive. For personnel records, howeveri it is felt 
that they should be filed for an indefinite period; this is especially true of 
service records » contracts » and individual payroll records as they may be needed 
for years after an Individual has been terainated^ Original public records» such 
as board ainutes^ should not be destroyed or disposed of except under the pro« 
visions of the law (Article 6S74b, Vernon* s Civil Statutes). 
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TEXAS EDUCATION AGENCY BULLETIN 753, PROCEDURE NO,^ 3.0500 ^ _PAGE_i_OF^ 

GUIDELINES FOR SCHOOL PERSONNEL^ CERTIFICATION, ALLOCATIONS, AND RECORDS 
SUBJECT: RicORDS FOR AUXILIARY EMPLOYEES AND CONSULTANTS 



Although the Foundation Sehool Program Aet doss not generally apply to employees 
other thw profsselonal personnel and teacher aides ^ there are nevertheless lome 
State and Federal reporting requirements neasssary for other types of public school 
personnel. Axillary e^loyeea are defined as custodial, hum drivers, cooks, and 
other personnel employed by a school district for which there are no codes avails- 
able in the Consolidated Personnel Codes (BMS-300), as described in Section 3,010 
of TEA Bulletin 742, School District Data Submission to the Te^as Education Ageney , 
sad those positions not provided for in the TeKas Education Code, Section 16«OS6Cb)« 

Types of records that must be kept for auxiliary employees are often also required 
of professional personnel and teacher aides | these types of records include pay- 
roll records, teacher retirement reports, income ta^ withholding reports, social 
security (if applicable) , insurance records for group policies (if applicable) , 
workman's compensation, etc« In other cases records must be kept that only pertain 
to auKillary personnel, such as records necessary for completing Selected Staff 
Information, MS-032, as illustrated in Sections 2.040-2.042 of the prevlpusly 
mentioned TEA Bulletin 742. 

The Texas Education Agency has no established guidelines concerning an overall 
system of records maintenance for auxiliary employees | however, school districts 
should keep records in such a manner that they will be readily available and will 
allow for expeditious ex^aiinations by the Internal Revenue Service, Texas Teacher 
Retirement System, and other appropriate agencies that have need to examine employee 
data. 

Often a school district finds it necessary to contract with or engage outside 
consultants. A consultant for this purpose is an Independent contractor and is 
not an employee of the school district i compensation is usually on a fee basis 
and is not considered as salary. 

Examples of outside consultants include the public or certified public account- 
ant engaged to perform the required annual audit, and diagnostic or appraisal 
personnel that perfora specialised functions necessary for progrms of special 
education. The law or Texas Education Agency regulations often require that 
certain minimvmi qualifications be met before consultants can be engaged. The 
auditor, for example, must be licensed by the Texas State Board of Public 
Accountancy I a psychologist must hold certification from the Texas State Board 
of Examiners of Psychologiats. Before a contract is entered into with an out^ 
side consultant, the school district should review the applicable State 
regulations related to necessary qualifications of such consultants and accord-* 
ingly keep records in support thereof. 
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TEXAS EDUCATION AGENCY BULLETIN 753, PROCEDURE NO,. gtO^AO PAGE 1 OF^ 

CUIDELINES FOR SCHOOL PERSONNEL: CERTIFICATION, ALLOCATIONS, AND RECORDS 
SUBJECT^ OATH OP OFFICE 



Employees of public school districts and other tan^ supported Institutions must 
take the oath of office Cor If a foreign visiting Instructor or refugeai an 
affidavit) as prescribed in Section 2*06 of the TeKas Education Code, The oath 
of office reads as follows: 

( Name of person taking oath ) a do solemly swear or affirm^ that 1 
will faithfully execute the dutiles of the office of ( title of position* 
i ■ e# 1 Teacher ) of the State of TeKas j and will to the best of my 
ablilty preserve, protect^ and defend the Constitution and laws of the 
United States and of this State i and I furthermore solemly swear or 
affirm, chat 1 have not directly nor Indirectly pald^ offered, or 
promised to pay, contributed, nor promised to contribute any money, or 
valuable thing, or promised any public office or employment, as a reward 
to secure my appointment or the confirmation thereof* So help me God." 
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TEXAS EDUCATION AGENCY BULLETIN 753, PROCEDURE NO. 3^^^^^ : PAGE^X^OF—^'^^^^^^^^ 

GUIDELINES FOR SCHOOL PERSONNEL^ CERTIFICATION. ALLOCATIONS, AND RECORDS 
SUBJECT* TYPES OF PIRSONNEL RECORDS 



Documents in aupport of data §ubmlttad to the Texas Education Agency for 
financial I sick leave, and aislgnment purposes must be maintained on file 
by the local school district* These records are subject to audit by the 
TeKas Education Agency and the importance of their completeness and accuracy 
cannot be overstreased. 

Most school districts maintain individual folders on all professional per- 
sonnel and teacher aides # These folders are usually located in the central 
administration office* Regardless of whether a central folder is malntalnedp 
the school district's files must have at least the following evidence readily 
available to support data for its professional personnel and teacher aides: 

1, Contract (professional personnel only)* ^ 

2. Service record and any applicable attachments, 
.Military service papers* 

.Addendum - Service Record Affidavit* 
•Verification of college or university faculty status, 
#Verlf icatlon of accreditation status, 
.Other correspondence. 
3* Professional certificate or license (when required). 

4, Transcripts of educational attainment, 

5, Sick leave absence reports and records of substitutes 
(professional personnel onlyK 

6, Teaching schedules or other assignment record, 

7, Audit verification card (if applicable), 

8, Oath of Office^ 

9, Tuberculosis Certificate, 
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TEXAS EDUCATION AGENCY BULLETIN 753, PRCWEDURE NO ^MZQ 

GUIDEUNES FOR SCHOOL PERSONNEL: CERTIFICATION, ALLOCATIONS, AND RECORDS 
SUBJECT; CONTRACTS 



PACE 



OF--i 



?1 

A local school distviet mueC employ pfofesslonal personnel by a written cantract 
that Bmtm forth terras and conditions of such employment « If evidence of a son- 
tract appears only in the board mlnutei of the school dl§trict$ a written 
acceptance must be receive frra the professional employee. All contracts 
regarding rehiring or hiring of professional personnel shall be valid only if 
approved by local school board officials^ Seotions 13*101 through 13,116 of the 
Texas Education Code pertain to teacher's employment contracts^ 
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TEXAS EDUCATION AGENCY BULLETIN 753. PROCEDURE NO, 3 > 0630 PAGE ^ OF^ 

GUIDELINES FOR SCHOOL PERSONNEL: CERTIFICATION, ALLOCATIONS, AND RECORDS 
SUBJECT: TEACHER SERVICE RICORD 



The basic document in support of the numbar of years service and sick leave 
balance of professional personnel and the number of years service for teacher 
aides is the teacher service record form* An example of this form is pre- 
sented belows and the information shown la minimum in nature* The form has 
changed over the years and additions or changes that have been made are for 
purposes of providing Information mandated by law and/or State Board of 
Education administrative procedure. This form Cor a copy) is kept on file 
at the local level and the original (if available) is to accoinpany the teacher 
or aide to other school districts whenever employment is changed. 
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TEXAS EDUCATION AGENCY BULLETIN 153, PROCEDURE NO PAGE_1 — OF_A. 

GUIDELINES FOR SCHOOL PERSONNEL: CERTIFICATION, ALLOCATIONS, AND RECORDS 
SUBJECT: GiNERAL RULES FOR CO^LETING THE SERVICE ^CO)^ 



The fol loving list of rules shauld bm obseivad in conpleting th€ teaehsr service 
record ferop Although there are exaaptions to these rules » failure to coDply in 
aany cases can result in audit eKceptions^ poislble adjustaent of funds for the 
school district, and reduction of salary inereaents or sick laava balance for 
the individual involved* 

1« Applicable inforoation on a line of the service record is to 
be CMpleted in detail for each year of service. 

2* Service must be shown by school year iirttich Is defined as the 

State scholastic year» Septenber 1 through the ensuing August 31* 
Insei^ice days and teaching days at the start of the school 
tarm^ usually 4n Augusti are considerad to be within tim school 
year beginning the following Septembar 1. Otharwise^ periods 
of eiBpioynent suit be reflected within the school year Incurred , 
and recorded accordingly on a separata line of the service record 
(i«e«^ If a person was effiployad continuously from July 1, 1975 
through June 30, 1976? the period July 1 through August 31 ^ 
1975 would be recorded on one line of the service record for the 
1974-75 fchool year, and the period September 1, 1975 ^ through 
June 30* 1976 , would be recorded on another line of the service 
record for the 1975-76 school year), 

3, The names of the state or country^ the county or its equivalent* 
and the school district or institution must be entered in such 

a manner as they can be postively idantified, Comson abbreviations 
(i.e. "Tx" for Texasp "N,V," for New Yorkp "MeKJ* for HexicOt etc*) 
may be used since space is linited on the sarvice record form, 
however; locally used abbreviations that are not generally 
recognised throughout the United States should be avoided « If the 
institution is an overseas Department of Defense dependents school » 
the ASO number may be entered instead of the name of the county « 
If experience was in ona of twenty school districts in TeKas for 
the 131 or 145 extended day migrant program, "MIG-FROO" should be 
indicated above the name of the school district* 

4, Pay terade and step are shown beginning with the 1971*72 school 
year for sarvice in Texas public schools only; this should be 
left blank if service was in an institution other than a Texas 
public school. The pay grade and step should be computed on 
the same level of the Individual's actual duties and salary 
(i.e. If an individual acted as an assistant suparintendent 
and was paid accordingly^ the pay grade would be shown as such 
on the service record even though that person may have been 
shovm on the Roster of Frofesslonal Personnel as a classroom 
teacher unit}* The pay grade and step is determined in 
accordance with the "Texas State Public Education Compensation 
Plan-Minimum Foundation Salary," which is published and dis- 
tributed annually to all Texas public school districts by the 
Texas Education Agency* 
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TEXAS EDUCATION AGENCY BULLETIN 753, PROCEDURE NH 3.0631 pahf 2 nP & 

GUIDELINES FOR SCHOOL PERSONNEL: CERTIFICATION, ALLOCATIONS, AND RECORDS 
SUBJECT: GENERAL RULES FOR COOTLETING THE SERVICE EECORD 



5, Fereentage of day CBBleved Is ^equlrsd on the service reeard beginning 
with the 1974-75 school ym&v and for any year of par t-^ time service when* 
ever the teacher desires to claim such year for salary incrment purposes 
(a full day Is recorded as 100%^ a half day as 50%, three quarters of 
a day as 75%» etc)« For se^lce recorded on the service record fora 
required for the 1973-74 and prior school years, full or part-time say 
be indicated instead of the percentage of the day, except in cases of 
part-time service for which salary Increment will be claimed. 

6^ School grade taught is required to be shorn on the service record 
beginning with the 1974-75 school year. If more than one grade was 
taught, the span should be shown (i.e., 2*6, 7*12, etc.), A supervisor 
is shown as "Supv,", a counselor as "Cons«", part-time principal as 
••FTP'S full-time principal as "FTO", superintendent as "Supt*", a 
librarian as ••Lib,", etc* 

7« Number of davs employed during the school term must be shown on the 
service record beginning with the 1972-73 school year* For service 
records completed for the 1971«72 and prior year% the number of months 
employed osay be shown instead of the number of days, except that in 
cases where a teacher was employed 50% but less than 100% of the day 
and is claiming experience increments the record must show the number 
of days. 

8. Dates of sejrvice must be shorn on the service record beginning with the 
1974.75 school year. For service records completed for the 1973-74 
and prior years, beginning and ending dates of service need be shown 
only if such service was for less than nine months or less than 180 
days, 

9. Sick leave balances, days earned, and days taken under the Minimum 
Foundation Sick Leave Program are recorded on the service record 
beginning with the 1970-71 school year for all professional personnel* 
Aides do not participate In the State sick leave program and this 
section of the service record must indicate '-Teacher Aide" instead of 
sick leave information. Also, only sick leave earned and used by 
professional personnel during employment with the Texas public schools 
should be recarded in this section of the service record; sick leave 
from private schools, colleges or universities, etc., should not be 
shown* 

10, Years on the service record must be signed by the authorized personnel 
of the school district or Institution* Rubber stamp signatures or 
ditto marks are not acceptable and service so verified Is not valid* 
The following rules apply to signatures validating experience I 

• Service of professldnal personnel and public school aides must 
be validated by the superintendent or chief administrator of 
the institution! or by a school trustee or other appropriate 
governing board member; or by an administrative person approved 
by the local board of trustees as recorded with the Finance and 
Audit Divisions of the Texas Education Agency* 
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TEXAS EDUCATION AGENCY BULLETIN 753, PROCEDURE NO Itfifill PACE 

GUIDEUNES FOR SCHTOL PERSONNEL; CERTIFICATION, ALLOCATIONS. AND RECORDS 
SUBJECT: GENERAL RULES FOR COMPLETING THE SERVICE RECORD 



, Service of the superintendant or chief adnlnistifator must be 
signed by the president or secretary of the appropriate local 
governing board « 

• For service prior to 1930 ^ere It is not practical or possible 
to secure the signature of a sohool official , the service laay 
be signed by a responsible person in the coamunity having first 
hand knowledge of such sei^icei provided that this person Is 
not related to the teacher* 

, Only one signature is sufficient to validate service shown on 
two or Bore lines of a service record i^enever the signature 
appears on a carefully drawn diagonal line as illustrated 
below. Care must be exercised to assure that the diagonal line 
does not extend or cannot be entended into other lines on the 
service record. 



11, The teacher * s or aide ' s name nust appear on the service record for 
identification purposes* Beginning with the 1974»7S school year^ the 
service record provides space for the social security nuaber and this 
should be completed* Ideallyt the teacher or aide should sign the 
service record whenever! 

« All of the lines on the service record are filled or the person 
leaves public education* 
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TEXAS EDUCATION AGENCY BULLETIN 753. PR^EDURE ^ rsi^j^ pahf a hp /j 

GUIDEUNES FOR SCHOOL PERSONNEL: CERTIFICATION, ALLOCATIONS. AND RECORDS 
SUBJECT: QEHER^ RULES FOR COOTLETINS THE SERVICE RECOW) 



9 Unsigned service records on file with a district will be 
accepted as long as the total experience reflected on the 
record is with the district where the record is on file, 

. The parion changes school distrleti of employment« In such instance 
the service record is not valid at the new district of employment 
until it has been signed* 

12* A full-time vocational unit employed as a half*unit each in two school 
districts during a year raquirai that two lines ©f the iervlce record 
be completed as Illustrated below^ nie original service record may 
be filed by one of the districts and only a copy filed by the others 
or two original records may be prepared and filed accordingly in each 
school districts 
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TEXAS EDUCATION AGEN(^ BULLETIN 753. PR^EDURE NO. 3,0632 _PAGE. 

GUIDEUNES FOR SCHOOL PERSONNEL: CERTIFICATION. ALLOCATIONS, AND RECORDS 
SUBJECT- ATTACIflffiNTS TO TIffi m^IffiR SERVICE RECORD 



Under certain Glrcuostancea Information appearing on the teacher service record 
form la not adequate by Itself to aupport yeats of service claimed. As aubae* 
quently dlicussed In this bulletini allowability of some typea of eKperlence 
for Increment purposes depends upon factors as Inclusive dates of actual service p 
the accreditation status of the employing school p and faculty status at colleges 
or universities. In some instances a letter from the employing school is accept" 
able in lieu of the service record for substantiating eKperlenca if all Information 
required on the service record form is present. In most instances ^ however * 
letters are attached to support the Information on the form Itself rather than 
to act in lieu of the service record. 

Normally attachments to the service record are required for ser\'^ice In out^of^ 
State private schools, foreign institutionSp the military , and for experience 
in colleges and universities. These attachments are discussed and/or illua* 
trated In this publication. See Procedure Nog. 3.0633 and 3-1320. 



TEXAS FDUCATION AGENCY BULLETIN 753. PROCEDURE NO 3,06?j pahf I rtF 

GUIDELINES FOR SCHOOL PERSONNEL: CERTIFICATIOR ALLOCATIONS, AND RECORDS 
SUBJECT: aDDENDIM - SERVICE RECORD MFIDAVIT 



Teaeher servios records prepared for years prior to Septeaber 1, 1949 often did not 
include provisions for the nynber of aonths or as to whether service was full^tiae 
or part-time. Wienever it beeuie sandatory to Indicate this Information on the 
service record forra» It was often iBposslble to secure the necessary data from the 
school dlatrlcti as many schools did not keep records showing sufficient detail and 
aany schools had long since ceased to eaclst. 

The addendum form is crapleted by the teacher for the purposes of establishing Aa 
number of months served In a year and whether such service was full or par t« time* 
School years that may be covered by the addendum mast be prior to the 1949-50 yearp 
and otherwise must be verified on a properly signed teacher service records 



^ECNDUN 
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trintporlatieni lervica racordic aEc.g Eha pcrion ansagad in lueh ■iirapFatanEttien 
■hall hava hi a cfftifUtU lURpaiided or cancel led iftir propff hMftng* 
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TEXAS EIXJCATION AGENCY BULLETIN 753. PROCEDURE NO. 3.0640 PAGE^L^OF. 

GUIDEUNES FOR SCHOOL PERSONNEL: CERTIFICATION, ALLOCATIONS, AND RECORDS 
SUBJECT: TUBERCULOSIS CmTIFIOWE 



Article 4477*12, Seetlon 5, Vernon's Civil Statutai requires^ 

**A11 sehool parsonnel| Including teacharSg clerical amployeeSs 
suparvisory perionnel^ bus drivers, personnal handling food 
and personnel performing janitorial services, shall be required 
to furnish the governing board of any public school in this 
state on or bafora Saptambar 1 of each year a certificate signed 
by a person llcenied to practice madlclne In this states reveal^ 
Ing that such school personnel h^ve been examined for the disease 
of tuberculosis during a parlod of time not eKceedlng one hundred 
twenty {120) days prior to September I of each year, and revealing 
the results of such examination have been furnished the State 
Board of Health by the person performing the eKamlnatlon. No 
person shall be permitted to perform his or her duties In the 
absence of such certificate being furnished the governing board 
of the school* 

Hvidence of this requirement is checked for during accreditation visits by 
the Texas Education Agency # Such evidence should Ideally be filed with each 
employees personnel records^ or in a central location that allows for eKpe^ 
dltlous examination # 



TEXAS EDUCATION AGENCY BULLETIN 753, PRC^EDURE mh % .n7nn ^ _PAGE_A_OF_i 

GUiDEUNES FOR SCHOOL PERSONNEL: CERTIFICATION, ALLOCATIONS, AUD RECORDS 
SUBJECT: PROFESSIONAL CREDraTMLS - GMllAL REQUIRMNTS 



Eefora public school pifofesiional personnel nay be issued contractSi assignad 
dutiaSp or paid from any saurce of public fundg, they oiuit possess valid cre- 
dentials either in the form of persanent or temporary teaching certificates , 
emergency teaching permits, or in the case of registered nurses and physicianSf 
lieenses to practice nursing or medicine in the State of TeMs. This require* 
ment for valid credentials Includes substitute teachers as well as pemanently 
assigned professional personnel. There is no certificate or licensing require- 
ment for personnel assigned as teacher aldes^ Requireraents for and the methods 
of issuing teaching certificates and emergency permits appear In Section 1 
of this publication. 



TEXAS EDUCATION AGENCY BULLETIN 753, PRWEDURE NO If 0^10 _PAOE,.,i_OF,.JL-. 

GUIDELINES FOR SCH€X)L PERSONNEL: CERTIFICATION, ALLOCATIONS, AND RECORDS 
SUBJECT: iviDENCE OF TEACffiR CERTIFICATION 



A valid cartlflcate niay ba filed in the form of the originals the duplicata^ 
or a photo proeeis copy (see Irocedure No* 3.0300), or a local cartificate 
registar may ba davisad and kapt on hand at the local school district if iiich 
ragistar providaa for all Information shown on the face of the certificate* 
If a local cartificate registar is used, the fQllowing provisions should ba 
made for recording certificate information: 

1» Name of the teacher* 
2* Cartificate number* 

3* Type of cartificate (professional, provisional $ 
one year I temporary ^ etc*) 

4, Dates and/or tenure of issuance. 

5, Areas of specialization (alamentary^ high 
school^ administrator I etc.) 

6, Teaching fields (mathematics^ language artSs etc*)* 

7, Signature of the person recording the certificate 
and the date recorded* 

Although an emergency teaching permit may be recorded in a certificate regis* 
ter^ the original permit and its renewals must be kept on file. The emergency 
permit is issued to the school district and not to the individual teacher* 

For independent school districts of more than 150 scholastics evidence of 
certification is required only at the local level. Those independent districts 
having less than 150 scholastics and all common and rural high school districts 
muet have certificates recorded with the county superintendents and avidanca of 
such certification is to ba kapt with other records of the teacher if they are 
iQcated in a place other than the county superintandant* s office* 
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TEXAS EDUCATION AGENCY BULLETIN 753, PROCEDURE N0._ 3.0720 ^PAGE_^OF^ 

GUIDEUNES FOR SCHOOL PERSONNEL: CERTIFICATION, ALLOCATIONS, AND RECORDS 
SUBJECT: OF THE SCH^ ^ NURSE 



Although tmAQhmt cartlficatlon Is avallabls but not nMess»ily required for 
school nurses g th^re shall nevertheless be salntalned on file receipts shoving 
that a school nurse was registered with the Texas State Board of Nurse Exaniners. 
Since some nurses desire to keep the original receipt , school districts are 
encouraged to retain a photo process copy^ A nurse's registration expires 
annually on ^Urch 31, and it is necessary Co retain two receipts on file to 
cover eKperlence for a CMplete school year. 



TEXAS EDUCATION AGENCY BULLETIN 753. PROCEDURE N0.___lJai3Q PAGE.«1 OF^ 

GUIDEUNES FOR SCHOOL PERSONNEL: CERTIFICATION, ALLOCATIONS, AND RECORDS 
SUBJECT: CRIDMTIALS OF TBE SCHOOL PHISICI^ 



The iane rules on certification that apply to a school nurse (Procadura No* 
3*0720) ganarally apply to the school physiclanp except that receipts from 
the Texas State Board of Medical Examiners or other documentation must be 
kept on file indicating that the physician was licensed to practice medicine 
in Texas. 
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TEXAS EDUCATION AGENCY BULLETIN 753, PROCEDURE NO. 3 > 0740 PAGE OF^ 

GUIDEUNES FOR SCHOOL PERSONNEL: CERTIFICATION, ALLMATIONS, AND RECORDS 
SUBJECT: CERTIFICATION OF SUBSTITUTE TEAGMRS 



The same general rules of teacher eertlficatlQii apply to all prafessianal 
personnel t including substitute taaehers# If It Is necessary for a school 
district to esploy substitute teachers that are not certificated^ a List of 
such substitute teachers shall be sutaltted to the Te^as Education Agency p 
Division of Teacher Certification, for approval « If at any tine a person on 
the approved list ceases to a substitute and becoaes a regular teacher, 
the procedures pertaining to efflergency teaching permits or teacher certifl* 
cation apply* 
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TEXi^TDUCATION AGENCY BULLETIN 753 . PROCEDURE NO, ^ 3 . 0750 ' IPAGE.^i^0F,3Z 

^ rGUIDELINES FOR SCHOOL PERSONNEL: CERTIFICATION. ALLOCATIONS. AND RECORDS ; 
SSyBJECT:- OF CIRTIFICA^^ ^ ^ ^ ; 



The old type teaehar certificate usually indicates only the month and the- year 
and the newer type of teacher certificate Indicatee the month, days and year 
^hat^the .document..wai_liaued, ....Generally.^^^ is recognlzeCf pr . the . . 

entire month in which it was issued. In the case of teachers recently graduated 
from college and employed in the public schools for the first time, the August 
issuance date on the face of the permanent life certificate may be after the 
August date of actual employment by a school distrlct| in these instances em- 
ployment for the month of August is considered to be covered by a valid 
certificate* Regardless of the specific date of Issuance indicated on the 
Teaching Certificate, the individual is considered to have been covered by such 
certification fo^the entire month of the date of issuance as indicated on the 
record for certification purposes. 

The issuance date on an emergency teaching permit is usually the beginning date 
of actual employment. This date may be retroactive for up to 60 days If 
necessary; however, employment during days prior to and subsequent to the dates 
shown on the face of the permit Is illegal and may not be paid from public fundsp^ ' 
Therefore, the dates shown on emergency permits must cover at least the days of 
actual employment. 

Whenever a teacher changes certification status, converts from an emergency 
teaching permit to permanent teacher certification, the effective date is the 
day of permanent certificate issuance. If this date is during the school term, 
the teacher's salary for Foundation School Program purposes Is changed effective 
at that tlma. 
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" TixAi EDUCiS^^^ 753, PROCEDURE NO. 3.Q8QQ " " PAGE, 

GUIDELINES FOR SCHOOL PERSONNEL: CERTIFICATION, ALLOCATIONS, AND RECORDS 

SUBJECT: TRANSCRIPTS OP EDUCATIONAL ATTAimffiNT 



Evidenae of eduaatlonaL Attalnmsnt for- prof asslenal-persannaL- consiiti of the - 
offielal transarlpt from an accredited college or university. The official 
college transcript nay also be used to document educational attainment of 
teaser aides. If a teacher aide has not attendad a cdllage or unlvarsityi 
it is necessary to keep on file evidence of high school graduation or Its : 
equivalency; such evidence may consist of copies of the high school transcript , 
copy of a diploma or the GEO certlflcatep or a letter or other evidence 
attesting to high school graduation. 

For some types of professional units paid on the basis of a degree^ approval 
from the Texas Education Agancy^.ls required In lieu of a college transcripts 
Trades and Industries teachers do not in some Instances have a bachelor ' s 
degreei and a latter or cartlflcate of Texas Education i^ency approval must be 
on file. The re^reglstratlon receipt from the TeKas Stats Board of Nurse 
EKaminers for non-degree registered nurses may be filed In lieu of an official 
college transcript for school nurses. 
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TEXAS EDUCATION AGENCY BULLETIN 753. PROCEDURE NO 3,0810 ;„PAGE ^ OF— j— ' 

GUIDELINES FOR SCHOOL PERSONNEL: CERTIFICATION. ALLOCATIONS, AND RECOR^^ ^ 
SUBJECT: OFFICIM. COLLEGE TRANSCRIPTS 



In oifdtr to b€ eonsidered as an official callsge transcript, the fol lowing 
eonditlani must ba mmti 

Ip The transcript must b#ar tha inprint of the college or 
university seal* If a photo procass copy of the tran- 
script is madsp the seal must be visible. 

2m The transcript muit be signed by the registrar or other 
appropriate collega or univerilty official* If a photo 
process copy of the transcript is sadei the signature 
muit be visibla* 

3. The transcript must not indicate on its face that it is 
for student use only* 

4* If the transcript consists of two or more pages p each 
page must be numbered or otherwise Identified in sone 
manner to the page or pages bearing the official 
college seal and signature* 

Although there are no set requirements governing this matter. It is more 
generally acceptable to receive a transcript directly from the college or 
university rather than from the individual* Such a policy considerably 
reduces the chance for error and fraud* 
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TEXAS EDUCATION AGENCY BULLETIN 753, PROCEDURE NO, 3,0900 pahp 

GUIDELINES FOR SCHOOL PERSONNEL: CERTIFICATION, ALLOCATIONS, AND RECORDS 
SUBJECT: gj^K LEAVE FOR PROFESSIONAL EERSONNEL 



Beginning with the 1970-71 sehaol year the Faundation School Program pyovidei 
for sick leave of all profeislonal personnel employed in TeKas public achaols* 
This provision does not apply to personal efflployed as teadier aides. In generalt 
up to five days of sick leave per year nay be providedp there is no limit on 
the number of days sick leave that may be accumulated over the years, and sick 
leave balances are transferable among Texas school districts* 

If a school district has a sick leave policy in addition to the State sick leave 
programft this policy must provide that sick leave applicable to the State 
program be accumulated and used first. Local policy may provide for some types 
of absences (i*e, illness in imediate family, personal businesst etc* ) not 
allowable under policy for the State programp and therefore reasons for taking 
leave must be documented and positively accauntsd forp Sick leave policy and 
sick leave balances accuffiulated under local progrras or from institutions other 
than a Texas public school district are not considered under the State sick 
leave program. 
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^ TEXAS EDUCATION AGENCY BULLETIN 753. PROCEDURE NO. 3*0910 PAGE^_OF_i_ 

GUIDELINES FOR SCHOOL PERSONNEL: CERTIFICATION, ALLOCATIONS. AND RECORDS 
■ SUBJECT! GENimi RULES FOR RECORDING SI^ 



fha tmmchmt service gegogd form is the doeunettt^^e whioh slgk Itiw^e^days j!er 
professioiial personnel are recorded* Beginning iiith the 1970-71 school yeart 
this infornation is required on the service record for Texas public school 
service. Since teacher aides do not participate in the State sick leave 
prograis^ the space provided on the service record fom should indicate "Teacher 
Aide** instead of sick leave days* Sick leave days earned and used under local 
policy and with institutions other than Texas public school districts are not 
to be shown on the service record. 

Sick leave infornation called for on the service record includes the balance 
from the prior year;xi}usber of days earned during the year» number of days 
used during the year^ and the balance at the close of the year. 



o 45 




GUIDEUNES FOR SCHOOL PERSONNEL: CERTIFICATION. ALLOCATIONS, AND RECORDS 
SUBJECTi SICK LEAVE BALANCE FROM PRIOR YEARS 



Days^oLf^slek Itaya^a^ta^ than five per year 

and thara is no limit on thm numbar of days that may be accumulated by an 



Individual. This balance must be trarisfarrad to another Texas public school 
district when the teacher changes emplo^ent, may only be accumulated as a 
result of professional enplo^ent In a Texas public school ^ and nay only be 
reduced or cancelled whenever: 

1« Days are used for allowable purposes during the tern of 
employment in a Texas public school. 

2, The teacher Is not employed in a professional position 
in a Texas public school for three consecutive years, 

3, Persons that leave nllltary service creditable for 
teaching experience do not return to Texas public school 
professional employment within one year of release from 
active duty. 




46 



ERIC 



TEXAS EDUCATION AGENCY BULLETIN 753, PROCEDURE NO : 3 i093Q 

GUIDELINES FOR SCHOOL PERSONNEL: CERTIFICATION, ALLOCATIONS, AND RECORDS 

SUBJECT: ^^^8 OF SICK LEAVE EARNED DURING A YEAR 



Although annual slek leave earned during a school year eannot exceed five daya, 
the_rate_^f _ annim 

his/her progr^ of assignment ^ percentage of the day employed ^ and number of 
days amployed. Personnel employed for more than 190 days do not aceumulate 
sick leave after their igoth day* All sick leave days are earned ^ accumulated, 
and recorded by half day increments per the following schedule. 



Employed 100% of Day 



Daily Employment for 
At Least 50% But Less than 100% 



Numbar of 


Days Employed 


Days 


Number of Days Employed 


Days 


Reeular 


Mlarant 


Earned 


Regular 


Migrant 


Earned 


0 - 9 


0 - 


9 


-0- 


0-29 


0-24 


-0- 


10 - 29 


10 . 


24 


h 


30 - 69 


25 - 54 


h 


30 - 49 


25 - 


39 


1 


70 - 109 


55 - 84 


1 


50 - 69 


40 - 


54 


1% 


110 - 149 


85 - 114 


1% 


70 - 89 


55 - 


69 


2 


150 . 189 


115 -^44 


2 


90 - 109 


70 - 


84 


2% 


190-A 


145A 


2% 


110 - 129 


85 - 


99 


3 








130 - 149 


100 - 


114 


3% 








ISO - 169 


115 - 


129 


4 








170 - 189 


130 - 


144 


4% 








190 + 


145 it 




5 









For professional personnel employed for at least 50^ but for less th^n lOOZ of 
the day, no more than 2% days sick leave may be accumulated during a year. Sick 
leave for part-time personnel cannot be earned^ accumulated ^ and recorded for 
years prior to the 1974-75 school year. 
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GUIDELINES FOR SCHOOL PERSONNEL^ CERTIFICATION, ALLOCATIONS, AND RECORDS 

SUBJECT^ PAYS OP SICK LEAVE USED DURING A YEM 



Days of sick leave aceusulatad during 'prioir 

that hava been or will bm a€cufflulatad during the eurrent year of mploynant oust 
be used tAenevar a professional person is absent fron duty due to psrsonal ill- 
ness (including pregnancy) or death In his/her loned late family* Days of subh 
sick leave must be recorded as used even though a substitute was not employed 
by the school district. If the school district has a local sick leave policy 
in addition to the State sick leave programp sick leave applleable to the 
State program must be taken firsti reasons for leave taken must be recorded on 
a record similar to the one Illustrated below. If there Is no local sick leave 
policy in addition to the State program^ supporting dociuientatlon must neverthe* 
less be on file to support days of sick leave used« The form Illustrated below 
Is not mandatory and a school district may use other types of records to 
support sick leave taken if such records reflect adequate sick leave and 
substitute teacher Information. 



^ lehsol DtatflcC 

AliENCi FREN DUTV MPQW 
OiPLOYfl ■ _ _ « 

CftUie ot /^iftncei . __ _ - _ - - 











|tgnB£yre of Accenting Fhysigiin 


Slgnstun s£ THchcr 














DAYJ 


Stek Ltsve . 


Siek I^aVfi 




DciEh in Fflfilly ._ . 


FcFssnal Lsave 




tsEal Days 


Esei^engy Leave 






DEher 






TeEal Days 




Name of EubsElEUEeCi) 







SlgnatuFi Qf Frln£ip4l 

Emch ^pleyes susE lubalc m Absenet ttm Due^ ScporE ^intdiaEely after reEymlni 
Ee iuty. A ^rlEEen itatiBenc f»a Ehi sfeEendlni phytUlan er praBEltloner myae bt 
aytolEEid tot abiiMt ef fiv« CS) or met 9 efinclnUBua isrfc daya- 'Oila iMEsitfic 
ahsuld ippiar ^tEhif an Eh la fs^ sr bt atEached •eeyrtly herete, 

CThli lam raay be dupUcaEed) 
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GUIDEUNES FOR SCHOOL PERSONNEL^ CERTIFICATION, ALLOCATIONS, AND RECORDS 
SUBJECT: RECORDING DAYS OP SICK LEAVE USED 



Rsgafdless of the type of doowantation that a sehool dlstriet uaas to support 
the State sick leave program» data as llated below must be pi^ovlded in the 
vecQifds. This docunentatioii is used to support the teaeher service record and 
reiabarsement claims for substitute teachersi it is to be kept on file only in 
ttia recMdi W sShoo r dls tr^ 



1» Hane of the employee , the name of the school district s and the 
name of the campus to^ich the employee was/is assigned. 

2* Description of the cause of absence . Under the State sick 

leave program 9 days of sick leave may be used for the fol lowing 
purposes s 

, Absences due to illness^ and other medical reasons personally 
concerning the employeep including visits to the dentist* 

• Absences due to maternityp At the option of the amployeei 
maternity leave without pay and for which no reimbursement 
claim is made for substitutes by the school district, need 
not be considered as days used under the State sick leave 
program. 

. Death of the husband^ wifei son, daughter, father, mother* 
brother, sister, grandchildren^ grandparents, or other 
persons residing in the covered professional employee- s 
household. Any of the above relationships may be either 
by consanguinity (blood relation) or affinity (marriage). 

3. Dates of absence and the number of days absent s Sick leave 
must be used on the basis of one*half day or multiples there- 
of . Days taken because of death in the family or household 
are limited to not more than five days for each occurrence^ 
If more than five consecutive workdays are taken because of 
personal illness of the employee, certif icatiori of such must 
be secured from a doctor duly registered and licensed under 
the Medical Practice Act of TeKas, a licensed dentist, a 
licensed chiropractor or a licensed podiatristi a member of 
the Christian Science Church may have his/her Inability to 
report for duty attested to by a Christian Science Fractltioner, 

4, For school districts with local sick leave policy in addition to 
the State sick leave program, days absent under such local policy 
(those not applicable under the State program) must be clearly 
identified and recorded. There Is no State policy limiting the 
amount of sick leave that may be granted under the local policy. 
Types of absences %^lch uy possibly be allowed under local , 
policy but which may not be used under the State sick leave 
program include l 

, Sick leave days in excess of amounts that will be availabie under the 
State program to the amployee at tarmination of his/her amployment 
during the school year* 
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GUIDELINES FOK SCHOOL PERSONNEL: CERTIFICATION, ALLOCATIONS, AND RECORDS 
SUBJECT: RECORDING DAYS OF SICK LEAVE USED 



1 



. Days taken for personal business, Including Illness in the 
family and death of persons other than those relations 
described previously. 

. Days taken for death In the family In eiccess of five days 
for any one occurrancet 

. Days of personal Illness In esccess of five consecutive work- 
days for which there Is no proper certification. 

5, Substitute teachers^ dates of their employment, and the professional 
personnel substituted for must be clearly Identified In the records. 
Substitutes for the regular program must be paid no less than $13 
per day and substitutes for the extended day migrant program must 

be paid at least $20 per day. Minimum payment applies to all sub- 
stitutes for professional personnel^ regardless of the funding 
source from which salaries are pald^ and adequate payroll records 
must be kept. 

6. Sick leave supporting documentation must be signed by the employee 
and by the employee's Iffimedlatesupe^jsor . The Immediate supervisor 
for teachers is their principal | for professional personnel In the 
centra) administration office^ the superintendent or an administrative 
assistant Is the Insnediate supervisor; records of the superintendent 
must be signed by the president or secretary of the local board of 
school trustees, or for a suj^rlntendent of a common or rural high 
school district, the county superintendent. 
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TEXAS EDUCATION AGENCY BULI^TIN 753, PROCEDURE NO. 3*nQAn pahp 

GUIDELINES FOR SCHOOL PERSONNEL: CERTIFICATION, ALLOCATIONS, AND RECORDS 
SUBJECT; ETO-OF-YEAR SICK LEAVE BALANCES 



Tha andlng telancas for professional parsonnal are detaralned as of the last ^ 
day of employment during the school year« For twelve-^DOnth professional 
eaployeeSi the Last day la usually August 31. The ending balance for a year 
Is deterolned by taking the beginning balanoe for the yearp adding days of 
slok leave earned^ and subtracting days of sick leave used « Balances are 
always shown In Increnents of full or one-half days# 

Since sick leave days accuDulated under the State program are transferable 
between Texas public school districts » It is Important that information be 
accurately recorded on the service record. The senflce record Is the only 
docunent needed for determining sick leave balances by a Texas public school 
district employing a teacher that was previously employed by another Texas 
public school district. If the service record inforution for sick leave Is 
incomplete i another service record must be secured from the tending school 
district. If the service record is incorrect only because of obvious mathe* 
matlcal errors In determining sick leave balances, the receiving school 
district may make the necessary corrections on the service record without 
contacting the sending district; in such instances the corrections should be 
Initialed by personnel authorised to sign teacher service records in the 
receiving district. 
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TEXAS EDUCATION AGENCY BULLETIN 753, PROCEDURE NO, St 0970 PAGE_A_OF_L 

GUIDELINES FOR SCHOOL PERSONNEL: CERTIFICATION* ALUDCATIONS, AND RECORDS 
SUBJECT'. SICK LEAVE REIMBURSABLE BY THE STATE 



Only thois school dlstrlets receiving payments for transpartaclon^ salaries » 
and aparations under the Foundation School Frograoi Aet are eligible to be 
reimburied for substitute teacher salaries^ Such relmburwement Is caade on 
the ianse percentage as applies to the school district during the school year 
for vhich payment is made. Substitute salaries for those classroom teachers 
and. other certain professional personnel appearing on the Roster of Professional 
Personnel as Foundation units are eligible for reimbursement. Substitutes may 
not be reimbursed for eKCess units (non*Foundation) or for any unit for which 
there was no substitute employed* Types of personnel that do not qualify for 
reimbursement are: 

1* Teacher aides « 

2» Hon > Found at ion (excess } unlts# 

3. Units for which substitutes were not employed. This 
automatically Includes* • 

# Superintendents 

, Full-time principals 

« Supervisors and counselors 

.Nurses and physicians 

.Visiting teachers 

4, Substitutes that are paid less than the minimum dally 
salary of $15 (regular program) or $20 (eKtanded day 
migrant program), Salarlea, of substitutes employed 
for less than a full day (l*e*» one-half day) are paid 
and reimbursed accordingly. 

Reimbursement for substitutes is made only for substitutions made during those 
days covered by leave allowable under the State program. For eKampl e, if a 
teache r had ten days of sick leave aval labia during a year and was absent for 
more than these ten days because of personal illness^ the first t en days absint 
must be charged against the 6tate program. If substitutes were employed for 
only five of these ten days^ only five days miy be claimed for reimbursement » 
even though substitutes for that teacher may have been employed subsequent to 
days for which there were no sick leave days available under tne state program. 
State Board of Education administrative procedures are clear that days available 
and applicable to the State sick leave program roust be used first. 
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GUIDELINES FOR SCHOOL PERSONNEL: CERTIFICATION* ALLOCATIONS, AND RECORDS 
SUBJECT: FERSONNEL ASSIGNMENTS 



teKms publle sehools must report assignments of profasslonal personnal and 
taaaher aides annually to the TeMs Eduoatlon Agenay. In general p the types 
of personnel for which individual assl^nen 

1« Instruetlonal personnel whigh consist of classroom taaaherSi 
speQlal eduaation teachers ^ vocational teachers^ Itinerant 
teachers I visiting teachers, and other professional personnel 
Involved directly with teaching pupils, 

2* Administrative personnel which consist of superintendents , 
principals, admlnletratlve assistants in the central office, 
and other persons involved In administration of programs. 
This category does not involve personnel employed In 
secretarial^ clerical or other supportive areas, 

3* Other professional persomel which Includes Instruational 
supervisors I coimselorsi school nurses , llhrariansp etCp 
that may not necessarily he directly Involved In classroom 
instruction or general a^d^nistration. 

Teacher aide personnel assigned to assist professional 
personnel in the educational , secretarial , or clerical 
process, Tlils does not include Janitorial or custodial 
personnel, bus drivers, cooks, etc. 

As previously discussed in Procedure No, 3.0230, peraotmel assignments are coded 
and recorded In accordance with instructions that appear in Section 2,030, 
2.031, 2.032, and 2.033 of TEk Bulletin 742, School District Data Subi^sslon to 
the Texas Education Agency , 
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TEXAS EDUCATION AGENCY BULLETIN 753, PROCEDURE NO, 1.1010 PAGE 

GUIDELINES FOR SCHOOL PERSONNEL: CERTIFICATION, ALLOCATIONS, AND RECORDS ^ 
SUBJECT: RECORDS IN SUPPORT OF PERSONNEL ASSIGHMQJTS 



-OF 



Thara are no set rules regarding the type of Teeords^to^^^^ 

asslgnsents In the local schools. In generali there must be §one type of 

evldeiice filed that Indicates the . ^ ee o£ assignment and the types of duties 

assigned. This evidence nay be In the form of an asslgiUBent Information sheet 

filed In the Individual personnel reoord folder or In a directory published by 

the local school districts Other records that relate to personnel aislgivDents 

Inelude: 

I, Teacher's contracts or school board minutes, 
2* Absence from duty (sick leave) reports. 

3. Teaching schedules. 

4. Payroll records. 

3"; Sign » In and slgn<^out sheets. 

6, Teacher's service record (required beginning I974^75)i 
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CUIDEUNES FOR SCHOOL PERSONNEL: CERTIFICATION, ALLOCATIONS, AND RECORDS 
SUBJECT: GENERAL RULES REGARDING ACTUAL DUTIES 



Professional personnel muit be eertlficated or otherwise licensed or approved 
to perform the type of duties in which they are actually assigned. In general ^ 
professional personnel oust be certificated in the area of specialization in 
which they are actually employed ^ must be paid at least the ndnimiaii salary 
Bpecified in the "TeKas State Public Education GoiQpensation Plan-Minimum 
Foimdation Salary" regardless of the funding source used to pay their salaries, 
mnd must be employed in a bonaflde instructional , supervisory, administrative , 
or other professional position. Teacher aides must actually be employed as 
such, must be paid accordingly , and must not be assigned responsibilities 
normally e^^ected of professional personnel. 

Requirements related to specific types of asslgrments are listed below* Some 
of these requirements pertain directly to funding of personnel by the State, 
other requirements affect only accreditation, and some affect both finance and 
accreditation. Therefore, it is very important that the following rules be 
observed in assigning duties to personnel in the Texas Public Schools* 

1^ Superintendents must be certificated with an area of specialization 
either as "Administrator" or "Superintendent". Although in many of 
the smaller school districts the superintendent may be assigned to 
teach one, two, or three classes, major duties must be those expected 
of the chief local school administrator (refer to Accreditation 
Principal VII, Standard 7). 

2. Administrative assistants (assistant superintendent) employed full- 
time as such must hold vaild teaching certificates with an adminis- 
trator's endorsement. This includes those program administrators 
paid from Federal funding sources. In other full-time administrative 
positions of a specialized nature for which there are no certification 
requirements (business manager, taK assessor-collector, persoimel 
director, attendance accounting director, etc.), personnel so assigned 
must meet minimum requirements listed in the Texas Education Code, 
Section 16.056(b). 

3. Principal units must be assigned to a campus and must actually be 
performing duties expected of a principal. 

. Full-time principals must be certificated with an area of 
specialisation of "Principal" or "Administrator," 

, Part-time principals must have some type of administrative 
responsibility on the campus assigned. Unless a part-time 
principal was performing such duties on the campus of 
assigiment during the 1970-71 school year, a certificate 
endorsement of "Principal" or "Administrator" is needed if 
the actual administrative duties are 50% or more of the 
day. If a part-time principal's administrative duties are 
less than 50% of the day, only a valid elementary or 
secondary certificate (depending upon the level of the 
campus assigned) is needed. 
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GUIDELINES FOR SCHOOL PERSONNEL: CERTIFICATION, ALLOCATIONS, AND RECORDS 
SUBJECT: GENERAL RULES REGARDING ACTUAL DUTIES 



4. Non^teaEhing professional units must actually be employed as such 
and must possess valid credentials In areas assigned. Types of 
non=teaching professional units include: 

* Visiting teachers. 
. Librarians. 

• School nurse (must be registered) . 

, School physicians (must be licensed) , 

5* Superyisors and counselors must actually perform dutias as such and 
must be cartificated accordingly* 

6. Special education and vocational education units allocated under 
the Foundation School Program must actually perfom duties as 
such and must be ciLtiflcated or approved accordingly, A home-- 
bound special education unit needs only a paCTEanent certificate at 

the appropriate level and does not necessarily need a special education 
cartificate for the physically handicapped; teachers of more than 
two homebound students must have complated at least sIk semester 
hours in special education course works which consists of the 
survey course for exceptional children and a course related to 
teaching the orthopedically handicapped, 

7. Professional classjNOom teacher units must be certificated or have 
emergency permits on the level for which they are assigned. 

Kindergarten teachers must have a valid elementary certificate 
or permit with a kindergarten endorsement * 

, Teachers with elementary certification or permits may be 
assigned to grades one through eight, and if in the junior 
highj grade 9. 

, Teachers with secondary curtif ication or permits My be 
assigned to grades seven through twelve. 

, For accreditation purposes"'- 

(1) An assignment in grades 7 and 8 In a self-^contained 
organisation may be with a secondary certificate if 
the teacher has 12 semester hours of elementary 
education* 

(2) An assignment in grades 7, 8 and grade 9 if In junior 
high or middle school in a departmentalized orgauization 
may be with an elementary certificate if the teacher has 
completed -the required number of semester hours in the 

subj ect taught , 
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GUIDELINES FOR SCHOOL PERSONNEL: CERTIFICATION, ALLOCATIONS, AND RECORDS 
SUBJECT: GENERAL RULES REGARDING ACTUAL DUTIES 



(3) A teacher holding only an alementary certificate may be 
assigned to teach high school pupils on a secondary 
campus without the requirement of an emergency permit^ 
provided the level of instruction is comparable to that 
given in the elementary grades. In such cases, course 
outlines and lesson plans must be submitted to the 
Accreditation Division of the Texas Education Agency for 
review. * 

a Classroom assignments must be compatible with certification 
and accreditation requirements. Beginning with the 1971'-72 
school year J teachers must teach only subjects within their 
fields if they teach those subjects for more than one class 
period per day. To teach outside the field for only one period 
per day requires 12 semester hours in the subject* Require-- 
ments for teaching fields appear in Bulletin 560 Revised, 
Principles and Standards or Accrediting Elementary and 
Secondary Schools ^ Principle VII, Secondary certificates 
issued after September 1* 1966, have teaching fields shown on 
the face of the certificate, Semester--hour requirements of 
Principle VII vary according to the year in which the teacher 
taught a specific subject and may not necessarily apply to 
teachers with permanent certificates Issued during or prior 
to 1955 whenever the certificate specifies that the teacher 
is entitled to teach all subjects and grades for life, 

8, Teacher aides must be employed as such and must at least be paid 
as an aide in accordance with the "Texas State Public Education 
Compensation Plan-Minimum Foundation Salary", regardless of the 
funding source used to pay salaries. There is no certification 
required of teacher aides although persons so employed must meet 
requirements of the Texas Education Codep Section 16-056(b). 
In general j aides are employed to assist and not to replace 
professional personnel and may not perfortn duties expected of 
professional parsonnel, even if the person employed as an aide is 
certificated. 
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GUIDELINES FOR SCHOOL PERSONNEL: CERTIFICATION, ALl^CATIONS, AND RECORDS 
SUBJECT: nONALLOWABLE ASSIGNMENTS 



Assignmants of personnel in the Texas public schools must be iaade with great 
care as the amount of funds and the accreditation status of a school district 
are affected on the basis thereof* The following assignments are considered 
to be nonallowable and are questioned whenever disclosed by audit or accredi- 
tation examination I 

1* Assignments of professional personnel outside their areas 
of specialization without benefit of emergency permits. 
In the case of classroom teacher units this will possibly 
affect the accreditation status of the school district* For 
other types of State and Federally funded units, accreditation 
and finance are affected, and the school district may be 
subject to the loss of funds* 

2. Assignments of classroom teacher units in siore than one daily 
subject outside their teaching fields without benefit of 
emergency teaching or temporary assigMent permits. This 
may have an effect on detemining the accreditation status of 
the school district, 

3. Assignments of principal units to other than prlclpals 

of school campuses (i.e*, central administration buildings 
head coach, athletic director ^ etc.) . This may affect school 
finance for schools under the Foundation School Program, and 
it may be necessary to adjust funds. All Fomidation principal 
units must be reported to the Texas Education Agency and 
assigned to the campus on which they are reported* 

4. Assignments of aides to actual duties of professional personnel. 
Assignment of aides to professional duties is nonallowable and there 
are possible financial adjustments and loss of school accreditation 
in such instances* 

5* Assignments to professional personnel, and teacher aides for which 
salaries are 3 ess than those specified in the "Texas State Public 
Education Compensation Plan-Minimum Foundation Salary" j regardless 
of the source of funds (local. State ^ Federal) from which salaries 
are paid. School districts failing to pay the minimum salary are 
not eligible for participation under the Foundation School Program 
Act and accreditation by the Texas Education Agency. This provision 
includes the minimum salaries of substitute teachers as well as 
regular teachers* Teachers, aides, and substitute teachers employed 
less than 100% of the day should receive at least minimum salaries 
prorated accordingly* 
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6. Ass: mants of non-eertif icated persons to positions requiring 
cartif icatlon* It is Illegal to employ and pay salaries to 
professional units until such units have submitted evidence of 
certification or until emergency teaching permits have been 
appropriately applied for. For personnel employed as school 
business officials (i.e«, business manager^ accountantp tax 
assessor-collector) I there are no requiranents for certlf Icationj 
and such personnel may be ^ployed and paid by a public school 
district if requirCTents in the Texas Education Code, Section 
16, 056 (b) , are met. 
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Section 13.902 of the Texas Education Code provides for teacher preparation 
and planning time and must therefore be taken Into consideration ^enever 
dally teaching assignments are made* This section of the law Is the basis 
for State Board of Education policy which provides I 

1. That the school day for full*tlme teachers shall not be 
less than seven hours, including intermissions and 
recesses t and that each teacher In the public schools 
of Texas who Is actively engaged in the instruction of 
children shall have at least one period of not less 
than forty-five consecutive minutes within the seven 
hour scheduled school day for planning and preparation. 

2, That during the preparation and planning period the 
teacher shall be caaplet ly free from regular teaching 
du ies and not be giver -tra assignments such as super- 
vlbion of the school 1 ""ooms playground duty, or 
supervision of bus stud^u whose Instructional day ends 
prior to the time that the school buses they ride_^^ 
frcMD the school campus < 
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TEXAS EDUCATION AGENCY BULLETIN 753, PROCEDURE NH 3.in^n pahf 

GUIDELINES FOR SCHOOL PERSONNEL: CERTIFICATION, ALLOCATIONS, AND RECORDS 
SUBJECT: CONSOLIDATED PERSONNIL CODES, RMS 300 



As previously mentioned in Procedure No, 3-0230 of this publications Consolidatad' 
Parsonnel Codes j conmonly referred to as the WiS SOO, are published annually by 
the Texas Education Agency, These codes appear in Section 3,010 of TEA Bulletin 
742 s School District Data Submission to the Texas Education Agency , The purpose 
of the ^8 300 is to show relationships batwaan codes used for professional 
personnel asslgnmants, certification areas of specialisation and teaching fields * 
accreditation policy, professional status on the Roster of Professional Personnel j 
and function-object codes prescribed in Bullatln 679^ Financial Accounting Manual ^ 
for payroll and fiscal accounting purposes. 

School districts are advised that the RMS 300 is eKcellent for use as a guide 
in datetmining the allowability of assignnenti of professional personnei and 
teacher aides* However^ the guide is not all inclusive and cannot be used 
solely for the purpose of determining professional status on the Roster of 
Profasslonal Personnels and in some Instances for fiscal accounting purposes. 
Professional status includes codes for various funding purposes that are not 
Indicated on the RMS 300^ and it is a must to utilize only those current coding 
instructions published annually for conpletion of the Roster of Professional 
Personnel and changes thereto. These Instructions appear in Section 2.052^ TEA 
Bulletin 742^ School District Data Submission to the Teaeas Education A£ency , 
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TEXAS EDUCATION AGENCY BULLETIN 753, PROCEDURE HO,^ 3tl06Q PAGE l ^. OF^ 

GUIDELINES FOR SCHOOL PERSONNEL: CERTIFICATION, ALLOCATIONS, AND RECORDS 
SUBJECT: DEVELOPtffiNTAL LEAVES OF ABSENCE 



General provisions of Che Texas Education Codes Seetion 21.910 providas for 
davelopmental leavas of absenee of profaasional amployeas of TaKss public 
schooli. The govarning board of a sohool district may grant a developmantal 
leave of absence for studyt research, travel^ or other tuitabla purposes for 
a teacher who has aarvad in the school district for at least five consecutive 
years. State funds are not provided to school districts that desire to 
initiate and maintain davelopmental laava programa» 



62 



ERIC 



TEXAS EDUCATION AGENCY BULLETIN 7S3, PROCEDURE NO 3-1100 pacw 1 hf T 

GUIDELINES FOR SCHOOL PERSONNEL: CERTIFICATION, ALLOCATIONS, AND RECORDS 
SUBJECT: KEPOTISM 



It is Illegal for a TaKas public school to employ within the third degree by 
coniangulnlty (blood ralatlon) or within the seoond degree by affinity (marriage} 
a relative of a meoaber of that school's board of trustees^ The exception is 
that a school employee that was employed two or more years prior to the time 
that a relative was elected to the board is not considerad to be in violation of 
the nepotism law. thm nepotism law applies only to relatives of an elected or 
appointed trustee or board member and not to another school employea which 
includes the superintendent and other profeislonal personnel. The nepotism 
chart defined in the law (Article 432, Penal Code) Is presented below, 

NEPOTISM CHAR T 
Consanguinity (Qloud Rolallve^) 



%f4 D*gfs# 


2rii P«9r» Isf Dcgrs* 




Unci* 






1 





2t4 Dtgf#* 



3fld Ggyln 



Affinity (Marriage ^ Filood rolulive,^ of mate) 



2nd PagrsS 


1 if P«grB« 




111 D«gr#B 


2nd 0s§r9« 


UncU 


Hdlband 


ui 
m 




Aynf 




\ s/y 
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TEXAS EDUCATION AGENCY BULLETIN 753 , PRa:EDURE NO, ^ 1 700 — . . PAGE_J_ 0F.=^ 

GUIDELINES FOR SCHOOL PERSONNEL: CERTIFICATION, ALLOCATIONS, AND RECORDS 
SUBJECT: p^TlCIPATION IN TEACHER ^TIRBiaJT 



Fersonnel employed as professional and aUKlliary employees of Texas public school 
districts are members of the Teacher Retirement System of Texas as a condition 
of employment. Exceptions to this are employees who signed waivers in 1937 | and 
new employees more than 60 years of age who do not desire membership. Provisions 
for teacher retirement appear in Chapter 3 of the Texas Education Code* 

Criteria for deCermlnlng years of service for teacher retirement and the criteria 
for determining years of service for salary Increment purposes under the 
Foundation School Program are not necessarily the same and must not be confused 
by local school adrolnistratars# Since auxiliary employees participate in the 
teacher retirement system and service as such is not recognised for Foundation 
School Program purposes i participation In teacher retirement Is not a criterian 
to be used In determining salary Increments for teaching or teacher aide pay 
purposes. 
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TEXAS EDUCATION AGENCY BULLETIN 753. PROCEDURE NO.. l.nOO ^ pahf 1 hf L 

GUIDELINES FOR SCHOOL PERSONNEL: CERTIFICATION, ALLOCATIONS, AND RECORDS 
. SUBJECT: CRITERIA FOR DETERMINING YEARS OF SERVICE 
FOR THE FOUNDATION SCHOOL PROGRWl 



Before a year of service accrued by a person may be counted for salary increment 
purposes under the Foundation School Program Act, certain criteria set by State 
Board of Education administrative procedures and In some instances by the law 
must be met* Evidence that must be present and taken Into consideration In 
determining an acceptable year of experience Includes: 

I* The type of school^ Institution^ or entity in which service 
was rendered. 

2, Whether service was full or part-time, 

3, The nature of the actual asslgnmentp 

4, The amount of time employed during the year. 

5, The type credentials held at the time of TeKas public 
school professional employment* 

In most cases the criteria listed above are supported by the Teacher Service 
Record form. In some Instances^ however^ additional documents or evidence 
in support of the service record Is needed* Specific criteria related to 
years of service and procedures or policies related to such are listed In the 
following paragraphs of this publlcatlonp Public school administrators work- 
ing with and reporting data on professional personnel and teacher aides should 
be familiar with these criteria. 
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GUIDELINES FOR SCHOOL PERSONNEL: CERTIFICATION, ALLOCATIONS, AND RECORDS 
SUBJECT: gQJERAL POLICY ON YMRS OF SERVICE 



Service must have been as a full*time professional employee or teacher aide 
for at least 90 days with an acceptable schools Institutions or other anclty; 
or as a part* time professional employees teacher aide for at least 50% of 
the day for at least 180 days In elementary or secondary education programs 
with a Texas public school* No more than one year of service may be counted 
by a person during any one school year, and there is no requirement that such 
service during a school year be consecutive. For the purpose of this policy: 

1- Full-time is defined as employnient for 100% of the normal 
work day of the school or other institution In which 
employed^ on a basis comparable to other full-time employees. 

2. Part'^tlme Is defined as employment for less than 100% of 
the normal work day of the school or other institution in 
which employed. 

3, Definition of 90 days of employment varies depending upon 
the school year employed and the type of sarvlee** 

.For the 1971-72 and prior yearsg 90 days of employment 
may consist of and be shown on the service record as 
"4% months'*, as "one full semester", as "three six-week 
reporting periods", as "two nine<-week reporting periods", 
or as "90 days", 

,For the 1972-73 and subsequent years, 90 days of employment 
must have been in actual instruction and In-servlce training. 



.For the 1973-74 and prior years, service of less than 180 
days Cor nine months) on the service record must show 
beginning and ending dates. 

.Beginning with the 1974*75 school year, the service record 
must show beginning and ending dates of employment regardless 
o£ the number of days employed. 

.For all years of acceptable military service, at least four 
and one-half calendar months of active duty must have been 
served within the school year (September 1 to August 31) 
before such service may be claimed. 
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TEXAS EDUCATION AGENCY BULLETIN 753, PROCEDURE NO U^jJ] 

GUIDELINES FOR SCHOOL PERSONNEL: CERTIFICATION, ALLOCAl . ONS, AND RECORDS 
SUBJECT: GENERAI. POLICY ON YEARS OF SERVICE 



PAGE 



0F_2 



Years of servica in the extanded day migrant school program are determined as 
fol lows* 

1, Extendad day migrant school programs In operation during 
and prior to the 1970*71 school year were required to 
oparata for at least 131 days of instruction. A total 
of at least 65% days of full-time service constltutas a 
year of service* Part-time service for at least 50% of 
the day for at least 131 days constitutes a year of 
service which may be claimed beginning with the 1974-75 
school year* 

2, Extended day migrant school programs In operation during 
and subsequent to the 1971-72 school year were/are required 
to operate for at least 145 days (135 days of Instruction 
plus 10 days ln*serviee)* A total of at least 72% days of 
fulUtlme service constitutes a year of service* Part- time 
service for at least 50% of the day for at least 145 days 
constitutes a year of service which may be claimed beginning 
with the 1974-75 school year* 



3* The service record for all extended day migrant school 
service must show beginning and ending dates and "HIG- 
PROG'* should be Indicated above the name of the school 
district* 
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GUIDEUNES FOR SCHOOL PERSONNEL: CERTIFICATION, ALLOCATIONS, AND RECORDS 
SUBJECT: TYPES OF ENTITIES FROM WHICH E]ffERIENCE IS ALLOWED 



Service must have baen with an aeeeptable schoolp Institution, or other entity 
before It may qualify to be counted for salary .increment purposes under the 
Foundation School Prof.ram. Such entltlea and policies concernlnj| each ate as 
follows! 

* Public el tioen tar y and_secondary schools operated and located 
within any of the fifty states of the United States of 
Americap or within the boundaries of any of its territorial 
possessions^ 

.Professional employment in a Texas public school must have been 
with valid certification or emergency teaching permltt if 
required. Only service as a professional employee may be 
counted for salary increment purposes as such. 

•Years during and subsequent to 1970*71 may be counted for 
salary increment purposes for teacher aides. Only service as 
a teacher aide may be counted for salary increment purposes 
as such. 

.Part-time service for at least 50% of the day for at least 
180 days is recognized for salary Increment purposes only 
If such service was in a Texas Public School at the secondary 
or elementary (grades K-12) levels of education* 



• Service wit h the military forces of the United States of America may 
be counted for salary increment purposes if the following conditions 
are raet-» 

.The person was employed full-time In a professional capacity by a 
school or other Institution in which service is recognlEed for 
salary increment purposes , within twelve months of entry Into 
active duty, 

.Evidence (DD Form 214 or other official discharge papers) 
is filed with the teacher service record showing- « 

CI) That military service was in the capacity of an enlisted 
man/woman and/or commissioned officer. 

(2) That release or separation from active duty was under 
honorable conditions, 

(3) Inclusive dates of entry and release from active duty. 

.The person claiming military service was on active duty during 
the periods September Ip 1940 through August 31, 1947 or September 
1, 1950 through August 31, 1954, or for other periods if-- 

(1) The military service was as a result of involuntary induction 
into active duty, 

(2) The military service was a result of voluntary entry into active 
~ duty for the first time for the Individual^ and such initial 

period of voluntary military service claimed as years of service 
Q for teacher salary Increments does not exceed four years* 

ERIC 68 



TEXAS EDUCATION AGENCY BULLETIN 753, PROCEDURE NO, 3,13^0 — _=_,PAGE_J_OF-^ 

GUIDELINES FOR SCHOOL PERSONNEL: CERTIFICATION, ALLOCATIONSp AND RECORDS 
- SUBJECT^"^^ TYPES OF ENTITlES-FROM-ra - ^ ^ — 



Public colleEes or univarsitiag In the United States of America or 
its territorial possessions as a full-time professional eraployea, 
1£ the institution Is accredited by a recognised State or regional 
accredltlnji agency. All college experience must be recorded on the 
teacher service record, and a supporting letter or form -similar to 
the one illustrated below roust be attachedi It is the responsibility 
of the employing school district to secure verification of college or 
university ejcperiencei 



fiuw oi Teacher 



We find IE nseeiMfy ts vmtliy the eaplsysent fEcEus sf the atovs n&ae^ 

tsficher during Ehe leh^l vearCe) _ * This inforHEiefi li 

needed te detentne ^eEber Ehe experieneg sccrutd Hy be eoynied fs? •■Itry 
pufpeiei uT^er eur furrenE Eiashef ulanr L«w, To aaiiiE ui in our evAliutlafli 
ve request EhAE ysa snsi^r thm f@ll@wlfig c|u«iEisfis relaEiva Eo ihii EeAcher's 
esplsyBefltl 

I, WHit iferi Ehe tesinnlng and cudifig d&Eee sf tapleysenEf Ple&ie 
thsw eseh year en leparAEs llnei* Gut publig tehsel ymir ii frea 
September I %s AugusE 31 ^ 

f'fsa: _ . Tg ^^.^^^^ - -- 

(NonEh) CP&y) itm^t) CMoflthl (Dty) CYear) 
FrPBi ^ . ^ . 



2» v^es Eeaehlftg on a full-tlse baiis bi nn instrM^ler 

flfid not Hi s lEudenE AislsEanE ef Eeaching Icllowf _ _ _ 

_ CVes er Hs) 

3^ Did Ehe schedule of glsise! tayght epnitlEute the 
norsal Eaachlnf{ toad required uf all fuH'Eise 

instruetprs? 

CYei or Np)" 

4. Was the Hlafy paid equal Ep EhaE a£ ethr? fulU ' 
Else insEryctprt with equl^alenE training and 
ekperienee? 

iVei of Np) 

We viii appreciate ypuf Eseperatlpn in Eeepleting thli fera and returning 
it at y&iT earliest eonvenieneei 

Very EFuly yeurt, 



iEhopl 



SignBCure of Col lege Official 



Tide 




grivate schools, parochial schools, and private college or 
university service in 'the United States of America, its 
territorial possessions * or in foreign countries is recog- 
nized for salary Increment purposes if-- 
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.Service was as a £uLl*'tlme profesiional employee, and in 
the case of colleges or uniyersitleSt verified as such 
in the same manner or on the same type of form as 
illustrated previously herein for domestic colleges and 
universities. 

•The school or institution was accredited by a recognised 
state or regional accrediting agency in the United States. 
It is the responsibility of the employing school district 
to have evidence of accreditation status of such private 
schools or institutions^ An eKample of a form that nay be 
used for verification of accreditation status is shown in 
the illustration below« 



Nui of InfitiEyEisn 
Haae of Ttaeher 



We find it nteeisAry te verify the ifcatyi ef the abeve nased inseiEufcisn for the 
tchDQl yeardi . The teacher nulled abovs has indicated epapteyscnt 

with chti fngEiEuiion during ehs yeartft)' ahsw"- and Ehe inforsatipn raquefted 
b«lQw it needed Co d#eeraine yhecher Ehu e^perienee aeeryed s^y be esynced ynder 
euf eurrtnt EaaQher lalary laWi Tq asaisE ub in quf svalyatisn) w£ requeit £ha£ 
ydy answer Che fsnoving qyeiEisnsi 

U Wat ghe inifcifcyEion durlnfi che ytarCa) indicated 
absve QpeFBEed by sr under the Jurisdletiori pf a 
gsvernaenEal unit in the ScaEd qr gpuntry in ^ich 
it Waa tDEstedt 

if yai| the name qf the gpveFnmenEal UnlE vai 



2. Wai the in&titatiqn during Ehe yearCi) indicated 
ahsve accredited ot apprsved by a United Statei 
regiqnal aeereditin^ agency or by che State er 
natienai gqverhnent in whieh che institutien Has 
located? 

tYes df HpT 

If yeia the naae gf the accrediting er approval 

ageney-sr gsvernisiintal unit was 

_ , and the effgctiwe 

date pf gyth ac^redi tat isn or apprpval wai 



We will appreciate y@yr cesperatipn in cdapiecing this fers and returhing it ac 
ypur earlieit cenvenience. 

Very truly yours, 

ii^nature ef tprapn Cpspletinji^ Fera 
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.In states or territories where departments of education approve 
or license non-public elementary and secondary schoola based on 
the same standards required for the state or territorial public 
schoolst ^Lich terminology as ^'approved" or "licensed*' is construed 
to be synonymous with the term "accredited"* In states that have 
no provisions for accrediting^ licensing, or approving non-public 
elementary schools, service in such is acceptable if the teacher 
was certificated at the time by the state in which the school is 
located i 

• Nonpublic school special education contract 

service may be counted for salary Increment purposes If-- 

.The contracted school or institution was approved to operate as 
such by the Texas Education Agency. A list of such contract 
schools or institutions Is maintained by the Department of Special 
Education, Texas Education Agency, and this list has been distri- 
buted annually to all public school districts since the 1970-71 
school year, 

,The person was employed full*time in a special education profess- 
ional capacity and was appropriately certificated with a special 
education area of specialization by the State of Texas. 

. ForelEn public school and cq^leae or university 

service may be counted for salary Increment purposes if*- 

•The person was employed full-time In a professional capacity, 

.The school, college or university was accredited or approved by 
a recognized agency of the foreign coUntry and/or by a recognized 
accrediting agency of the United States of America- Verification 
of nonpublic school accrediting status as previously illustrated 
herein must be secured and attached to the service record | also. 
If the service was at a college or university, verification of 
full-time faculty status must likewise be attached to the teacher 
service record. Variflcatlon of accreditation status and full- 
time faculty status is the responsibility of the employing school 
district. 

^ Veteran- s vocational school service as a full-time Instructor or 
coordinator is allowable if-- 

. Service was during the period of July I, 1946 through June 30, 1955 
and under the jurisdiction of the Texas Education Agency. This 
service may be verified from salary schedules filed with the Audit 
Division, Texas Education Agency. 

.Service was at a veteran's vocational school operated by a Texas 
county board of school trustees subsequent to June 30, 1955, under 
the jurisdiction of the Veterans Administration, 
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. Texas Education Agency servica performed full-time as a member of the 
profeislonal staff Is allowable. This Ineludea servlae with the 
Division of Vooatlonal Rehabilitation prior to September 1, 1969. 
Service records for this service must be signed elth^ by the 
Commissioner of Educatloni a Deputy Conunlssloner of Education, or 
the Director of Personnel Administration and Staff Development. 

■ Service In overseas schools for Untted_ States digendent^^ as a full* 
time teacher Is allowable. These schools are operated by the United 
States government for military dependents and dependents of personnel 
assigned to an embassyp consulatet etc«p and such schools need not be 
accredited by a United States regional accrediting agency^ In many 
Instances schools are Identified by means of an AFO numb ^ which may 
be shown on the service record. 

* Service in_T^Kas_ regional. educatl service genters la allowable lf»- 

.The service was rendered in a full^^tlme professional capacity 
as an employee of the education service center. 

«The person held valid Texas teacher certification at the time 
of employment. 

. Service in the ^^"^^-^"^ Schools ^ Texas Dapartment_Q^^C^gr_rections , is 
allowable If** 



.The service was rendered In a full*time capacity as a teacher or 
administrator allocated to the Windham Schools through the Foundation 
School Program, or through other educational programs administered 

, In the Windom Schools. 

^= ;The person held valid Texas teacher ^certification at the time of 
assignment, including a full-time teacher Involved In a program of 
adult education, 

. Service in schools of the Bureau of Indian Affairs^ United States 
Department of the Interior In a full-time professional capacity is 
allowable for Foundation School Program salary Increment purposes. 

• Service in the United States service academies is allowable If the 
person was a full*tlme faculty member. Verification of faculty 
status, as illustrated for other college or university service, must 
be attached to the teacher service record. The service academies 
consist of the-* 

,Alr Force Academy, Colorado Springs, Colorado, 
•Coast Guard Academy, New London, Connecticut, 
•Military Academy, West Point, New York. 
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•Naval Academy, Annapolis $ Maryland 

.Merchant Marine Acaderay, Kings Point * New Vork, 

• Service with the Job Corps Is allowable If the person was employed 
as a furi-time teacher or administrator and held valid Texas 
teaching credentials at the time of employments 

• Reserve Officer Training Corps (ROTC) Proflrams conducted by Local 
School Districts * Provided the instructor is certificated and 
employed on a full-time basis i his experience can be accepted for 
Increment purposes beginning with the 1975-76 school year and 
subsequently thereaf terwarda* 
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As a general rule of thumb service with types of entitles other than those listed 
in Procedure, No, 3.1320^ and aervlce not meeting those criteria previously 
specif ledj is not allowable to be counted as saUry increments for Foundation 
School Program purposes. Types of service which are questionable and normally 
not acceptable for determining years for salary Increment purposei appear in the 
following list: 



1, Non-certificated service in a profesalQnal capacity with-- 
•A TeKas public school. 

•The Job Corps. 

.WindhamSchoolst TeKas Department of Corrections. 

«A TeKas regional education service center. 

•A special education contract school approved by the 
TeKas Education Agency. 

2, Service with non^educatlonal Institutions or agencies of a local » 
statep or the Federal government, Including-- 

.Civilian instruction at a military installation. 

•Peace Corps volunteer* 

•National Youth Corps. 

' •Civil Service Commission or Texas Merit System Counsil. 

.County or home demonstration agent (Agriculture EKtenslon 
Service) • 

3, Service with an unaccredited or unapproved private school, parochial 
school, private college or unlversityp or other Institution, 
Includlng-- 

*A school nursery. 

• Hospital, clinical, or private practice, of a nurse or 
physician. 

.Proprietary school , cmmerclal college, etc. 

.Professional association (i.e^, Texas State Teacher's 
Associationp Texas Association of School Administrators, 
etc. )• 

4, Assignment in a Texas public school for less than 50% of the day or 
for less than 100% of the day for fewer than 180 days during the year. 
Part-time service in any Texas public school for which percentage of 
the day employed and/or the number of days employed are not shown on 
the service record. 
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5, Part-time service In any Institution other than a Texas public 
school at the elementary and secondary level of education 
(grades K-^IZ) and other part-time service p such as— - 

, Service with the National Teacher Corps (This eKcludes 
non--teara teaching leaders assigned on a full-time basis)* 

* Adult migrant education service. 

* Teaching under a fellowship with a college or unlversltv* 

* Service as a substitute teacher* The term "substitute 
teacher" for this purpose Is defined as a teacher who 
works on call^ does not have a full-time assignment, and 
generally receives a salary of lesser amount than that 
paid a regular member of the teaching staff, 

6, Any service in a non=teaching| non-administrative, or non-teacher 
aide capacity, including assignments as~ 

, A bus driver* 

* A licensed vocational nurse (all school nurses 
must be registered) , 

* A school custodian or cook, 

7, Service in a school as an adult education Instructor for which 
no TeKas teacher certification is required. In most cases 
teaching in such a capacity is considered as part-time employ- 
ment outside of the normal school day* Exceptloaa to this are 
those full-time certifieated adult education teachers assigned 
in the Windham Schools , TeKas Department of Corrections , for 
which service as such is allowable to be counted for salary 
Increment purposes, 

8* Service as a teacher aide prior to the 1970-71 school year is 
not allowable as service for teacher aides* Non-teacher aide 
service (i,e,s service as a certified teacher) may not be counted 
for salary increments as a teacher aide. 

9, Service as a teacher aide may not be used to determine years of 
service as a teacher or other professional position , even though 
the person employed as an aide may have been certificated at the 
time, 

10, Service not properly documented on the teacher service record or 
a letter containing all of the data required on the service 
record may not be counted as salary increments for Foundation 
School Program purposes, Alsoj if other documentation required 
in support of the service is missing (i,e., verification of 
college faculty status, verification of school accreditation 
status, military papers, etc.), years for such should not be 
counted. 
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11. YaarB of career service In the United States armed forces 

generally are not allowable to. be counted as years of service for 
salary increment purposes. If a person chooses to voluntarily 
reenliet In active duty as an alternative to accepting release 
from active dutyj such time of reenllstment Is normally considered 
as "career" service. 

, Years of Initial voluntary entry into active duty 
exceeding four years are not to be counted as years of 
service for Foundation School Program salary increments. 
For example J a teacher ^ within twelve months of teaching 
in a schools voluntarily joins the military service for 
the first time and remains voluntarily for five years. 
At the end of five years this person Is honorably released 
from active duty and returns to teaching. In this case 
he/she may claim only four years of military service for 
increment purposes. 

. Years of service in the United States armed forces on a 
voluntary basis for a second, term of active duties may 
not be allowed for salary increment purposes. For example, 
a person left active teaching duties and voluntarily or 
InvQluntarily entered the military services for four years. 
Upon honorable release from active duty this person began 
to teach again in the public schools , and he/she received 
four years credit for military service. If at such time 
this teacher voluntarily leaves teaching to reenter 
military service, the second term of active duty cannot be 
coimted for increment purposes should the person be employed 
again as a teacher. If such person is Involuntarily recalled 
to active duty, time spent in the military may be counted for 
salary increment purposes. 

. Teachers who elected to remain in military service at any 
time after August 31 i 1947 who so served continuously there- 
after, including any part or all of the period between 
September 1^ 1950 and August 31^ 1954 and/or the period 
between September 1, 1964 and the end of the war in Vietnam 
and who later return to teaching may not receive teaching 
experience credit for military service in any part of these 
two periods. 

. Years of military service "paid in" for teacher retirement 
purposes may or may not count for salary increment purposes 
under the FoTOdatlon School Program, The esctent of partici- 
pation or the lack of participation in the teacher retirement 
system is not to be used as criteria for determining increments 
for Foundation School Program salary purposes. 
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Generally speaking, degree statue is d etermlned on the basis of educational 
attainment of professional personnel or by the type of assignment of a person 
employed in a TeKas public school. For the majority of professional personnelt 
degree status is Indicated directly on the face of official college transcripts. 
In other caseSt degree status Is determined on the basts of a license (school 
nurse) » by approval from the Texas Education Agency (some vocational trades 
and industries teachers)^ by the nature of the assignment In relationship to 
the Foundation School Program minimum salary schedule (teacher aide), or In some 
Instances are defined In the law ltself« 

For purposes of administering the Foundation School Program^ the following 
degree status' are usedi 

^ Non-degree (Including Associate of Arts Degree ^ "AA*S Issued by 
some junior colleges)*- y 

(1) Used to report the status of all teacher aides, 

(2) For teachers with less than an earned bachelor's 
degree from an accredited college or university, 

. Bachelor's degree ^* 

(1) Earned degree conferred by an accredited college 
or university. . 

(2) For a non*degree school nurse registered with the 
Tenas State Board of Nurse EKamlners, 

(3) tor non-degree vocational trades and industries 
teachers approved by the TsKas Education Agency, 

^ Master's degree -- 
( DEarned^egree conferred by an accredited college or 
university. 

(2) Elther a bachelor of law (LL,B) or doctor of juris* 
prudence (J.D. ) degrees which are defined so by law 
for teacher pay purposes* 

(3) Bachelor of Science In Library Science (B.S, in L.S.) 
for professional personnel performing actual duties 
as school librarians; this Includes a five year 
college program in which the school librarian has an 
earned bachelor's degree plus thirty semester hours 

of credits In library science from accredited colleges 
or universities* These personnel are considered only 
with a bachelor's degree status if they are assigned in 
professional positions other than as school librarians, 

t Doc tor * s degree - - 

(1) Fald on the Foundation School Program minimum salary 
schedule on the same basis as a master's degree* 

(2) Earned degree from an accredited college or university. 
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Degree statue £or Foundation SchooL Prograffl purposes Is determined as followsi 

1. Non*degree sehool nurses must have a receipt of registration 
with the Texas State Board of Hurse EKaminers on filet This 
degree status requirement is synonymous with the certification 
requirements for a school nurses as the same receipt suffices 
to some eHtent for both educational attainment and certifi- 
cation purposes* If a school nurse Is paid on the basis of 
a degree, the same requirements pertaining to degree status 
documentation for -other professional personnel must be met* 

2* Kon- degree vocational trades and indug tries teacher^, approved 
by the Texas Education Agency are paid on the basis of a 
bachelor's degree. The approval letter from the Texas 
Education Agency and evidence of teacher certification ^imt 
be on file with other records of the teacher* 

3. Teacher aides are considered as non*degree for salary purposes 
under the Foundation School Program. 

4. Professional personnel > other than those listed above, must 
have on file in the school district of employment an official 
transcript (showing the seal and official signature) from 

an accredited college or university Indicating that the highest 
degree claimed for salary purposes was earned, actually conferred 
and the date of conferment. 

.Confirmation of accreditation status of the college or 
university from which a degree Is conferred Is the 
responsibility of the employing school district. A 
letter from the college or university, or from the 
appropriate state department of education, or from a 
regional accrediting agency is sufficient to support 
accreditation status of a. college or university If such 
accreditation status Is unknown by the employing school 
district. 

,1£ requirements for a degree are completed but the degree 
will not be conferred until the conclusion of a commencement 
exercise, a notation of such on the college transcript or a 
letter from the college will offer temportary evidence of a 
degree conferred. Whenever the degree Is actually conferred, 
an official transcript stating such must be secured by the 
employing school district as soon as practlcal- 

,For degree changes of a professional employee during the 
course of the school term, change in salary status (If any) 
is effective as of the date that requirements for the degree 
were completed. 
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.Prior to 1973 degrees conferred from Institutions outside 
the United States may have been evaluated by the Office of 
Comparative Research Branch , Bureau of Records , United 
States Office of Education. It was the responsibility of 
the employing school district to secure and file this 
evaluation! and degrees evaluated as equivalent to degrees 
offered in the United States were so recognized by the 
TeKas Education Agency* This service was discontinued by 
the United States Office ^f Education In 1973* 

The Credentials Evaluation Service^ Post Office Box 24679| Los Angeles, 
California 900245 is a private organization that evaluates foreign 
transcripts on a fee basis. Although this organisation Is not associated 
with nor endorsed by the Texas Education Agency, the results of their 
service may provide a means for evaluating foreign transcripts* The 
Texas Education Agency will take into consideration the findings of this 
service for certification and degree status purposes; however 5 their find- 
ings are not binding on decisions that may be made by the Agency* 
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The following types of degrees are not aeaeptable tot determining salairy Increments 
under the Foundation School Program i 

la Honorary or unearned degrees* 

2m Degrees conferred itom unaccredited lnstlCutioni« Some 
colleges are accredited only at the baccalaurreate level 
and the master's degree conferred is not acceptable. 
Such an institution is the Vander Cook College of Music » 
ChlcagOt Illinois^ tvGm which the Master of Music Degree 
conferred after September It 1961 i is not acceptable, 

3. Degrees not shown as being conferred on the official 
college transcript or other acceptable documentation by 
the college or university. Terminology such as ''degree 
sought" is not acceptable for determining degree status« 
The terms '^degree obtained" or "degree granted" will 
suffice in lieu of the term "degree conferred," 
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The staff of the Division of Audits, acting for the Co^^isloner ef Educatlonp 
hme responsibility for performing parlodla audit of alloaatlona of the 
Foundation School Program Act and other progr^s funded or operated by the 
Tescas Education Agency. Under the law. Section 16 « 255, Texas Education Code, 
the director of eehool audits has the authority for reporting deliberate 
falsification of records or violations to the Foimdatlon School Frogrimi Act 
directly to the State Board of Education and to the State Auditor. 
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In general i the pel Icy of the TeKas Education Agency is to audit reeords of pro*- 
fesslonal personnel and teacher aides in a public school district at least once 
every five years. These audits are normally performed in oonjunetion with an 
eKamlnation of pupil attendance records, and there is no set pAttPrn as to when 
or how often a particular school district may be audited. School districts are 
usually visited by Tenas Education ^ency auditors without prlot notification. 
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The auditor's examination of parsonnfcl records is made primarily for the purpose 
of determining compliance with thosa laws and policies as explained in this pub- 
lication and for determining the accuracy of Information reported to the Texas 
Education Agency, The examination will be to the extent that the auditor has 
satisfied himself /herself as to compliance with laws and State Board of Education 
administrative procedures and with the fairness of the data appearing on required 
reports. 

Ideally, personnel records to be examined in a school district are filed in a 
central location. In alphabetical order, with a separate file being kept for 
each person. Each file should contain the following types of evidence to support 
requirements of the Foundation School Program and general laws concerning public 
school teachers* 



1. Teacher* s contract 

2t Teacher service record with any nece^^sary attachments, 

3. Supporting documentation for sick leave* 

4* Official cQllege transcript or other appropriate 

evidence of educational attainment, 
5* Teachers certificate^ emergency permit^ or a certificate 

register If usedj and evidence of licenses for registered 

nurses and physicians, 
6* Audit ■/erif Ication card, if applicable, 

7, Oath of Office 

8. Tuberculosis Certificate 



Evidence of assignments should also be available, and this evidence may consist 
of a variety of formsj Including a local personnel directory, teaching schedules, 
assignment sheets, etc* 

If a school district does not maintain a central personnel file for each indi- 
vidual, it is usually necessary to bring the fll^s to a central location in order 
that an expeditious audit may be performed. 

The files the auditor examines are normally confined to those persons whose names 
appear In the integrated personnel system of the Texas Education Agency* This 
file is generated from Information reported to the Texas Education Agency on the 
Roster of Professional Personnel, the sick leave roster, and on the personnel 
assignment re port* Da ta ^ ppearing on these reports are combined accordin g to 
social security number, and are then integrated on a printout with information 
from teacher certification and prior audit verification* The resultlf^ report 
is in the form of a roster showing available data on each person; this roster Is 
used by the auditor as a master workpaper, and exact copies of the workpaper are 
presented to local school officials during the course of tho audit. 
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Written reports are filed on audits performed by Texas Education Agency auditors* 
The report for personnel audits is usually addressed to the Texas Education Agency, 
Division of Foundation Program Flnancei and a sufficient number of copies is sent 
to that division for distribution to all parties concerned. The Finance Divisionj 
usually through the Audit Review Analyst, Is responsible for taking positive 
action on each audit report^ and the report plus a letter requesting appropriate 
action (if any) by the local sc??bl district is sent to the appropriate local 
school administrator. Matters concerning personnel audit problems should be 
directed by local school districts to the Audit Review Analyst, Division of 
Foundation Program Finance* A school district will normally receive a copy of 
the audit report within three months of the field visit, although in some 
instances a longer period of time may be Involved. 
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Whenever an audit of professional parsonnel records discloses a financial 
discrepancy that cannot be resolved by the local schoor district, an adjustment 
to Foundation Program payments to the local district is made by the Division of 
Foundation Program Finance* Such adjustments affecting personnel may be made 
retroactive for a period of up to five years. For exaraplej if a district employed 
a person in the Foundation School Program as a principal unit for a period of five 
years, and it was disclosed by audit that the person was not employed as a prin- 
cipal or was not qualified to serve as a principal, it would be necessary to 
reclaim Foundation Program funds paid fur this person during the five year 
period. Normally adjustments made on the basis of audit are only for the school 
district in which the audit was performed. Any necessary adjustment In Foundation 
Program funds is eKplained before the fact to the local school district by the 
Division of Foundation Program Finance. 
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The Division of AudltSj beginning with the 1958-59 school yearj has issueo audit 

verification cards for personnel whose records have been audited, Althuu^^' the 

form has changed in sonie respects over the yearSs it generally contains the same 

personnel data as the card illustrated below. 



TEXAS EDUCATION AGENCY 

DIVISION OF AUDITS 



THE RECORDS FOR THi PERSON NAMED HEREON HAVE BEEN EXAMINED, 
OUR EXAMINATION SHOWS THAT: 







SOC, SIC. NUMliR 
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NAME 
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LAST NAME 


FIRST NAME 


MIDDLE NAME 
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PROF. 
STATUS 


DEG. 


EXPERIENCE 


SICK 
LEAVE 


TOTAL 
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HAS THE PROPiR RECORDS TO SUPPORT T^f ^ QUAUPICATIONS 
CLAIMED HEREON AS OF THE SCHOOL YiAR BIGINNING 

AND SICK LEAVE BALANCE IS AS OF THE ENSUING 
AUGUST 31 



REMARKS- , 

Aug Qdi n/i 



Whenever an audit is performed of a person's records, an audit veriflcatlQn card 
will be completed. If there is no question on a person's recordsi the card is 
initiated by the auditor. If there is a question in the audit* the card is 
initiated by the Audit Review Analyst in the Division of Foundation Program 
Finance whenever the audit question is resolveds 

Cards issued prior to 1967 were in duplicate^ the school district ,/aa issued the 
original to be kept in the personnel folderi and the copy was filed In the Division 
of Audits* During the years 1967 thrt jgh 1971, cards were issued and filed in the 
same manner, except that the social security number appeared on the cards these 
cards were keypunched, and data were entered Into the TaKas Education Agency's 
computerized personnel file. Effective with 1972, all audit verification cards are 
generated by the computer and automatically entered into the personnel systerai and 
the c^ds are sent to the school district. Audit verification cards should be 
considered as a permanent part of a person's files by the l^^^al school district, 

Data^on'^the^audit verification card concerning degree status and years^of "service 
are always as of September I of the year audited and sick leave balance is always 
for the ensuing August 31* Whenever more than one card has been Issued to a person 
as a result of two or more auditSi the new card supersedes the old cards. 
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The audit-verification card has four basic uses| in that as of a certain date: 

1. Dagrae status Is astabllshed for roost personnel, 

2. Years of service acceptable for the Foundation 
School Frograro are confirmed, 

3, Pay grade and step for Foundation School Frogram 
mlnlmuni salary purposes are confirmad* 

4, Balances for the State sick leave are established, 

Fersonnal administrators in the public schools are urged to use audit verification 
cards whenever data are recorded on tha required reports to the Tescas Education 
Agency, Perhaps the most effective use of the card Is in deterralnlng years of 
service for the Roster of Frofesslonal Personnel* By adding subsequent years 
served to those years appearing on the cardj allowable years of service can be 
rapidly calculated without the necessity of ravlawlng teacher service records 
for years covered on the card. 

Auditors from the Texas Education Agency use audit verification data on years of 
service and sick leave balances, and in some Instances for determining degree 
status. This procedure alimlnates the problem of the auditor "auditing" the 
previous auditor. Unless there Is a question of fraud or unless a teacher has 
presented evidence of experience not considered during the prior audit, an 
auditor will not under normal circumstances go behind data on an audit verifi- 
cation card. 
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Situations in which audit verification cards may not be necessarily relied upon, 
or other limitations arei 

1. The audit verification card does not replace the 
requirement that personnel records be kspt on file, 

2. Degree status of school nurses^ trades aid industries teachers^ and 
librarians with B.S, in L,S. degrees that have accepted other types 
of assignments in the public schools may not be e cabllshed on the 
sole basis of an audit verification card. In thi. above types of 
pusitisns, degree status shown on the audit verification card may 
be based on the assignment rather than aducatlonal attainment of 
the Individual* 

3. The audit verification card cannot be used for determining the va- 
lidity of certification of professional personnel, A professional 
public school employee must hold valid certification at the time 
of employment, and th-> certificate itself, after consideration of 
any actions recorded with the Texas Education Agency, Division of 
Teacher Certif Icatiun , is the only valid source for ascertaining 
certification status* 
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